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PPP # 01-00 
Policy on Personnel 

 
PURPOSE 

 
All policies governing the operation of programs for the City of Rockville are designed to contribute to the 
fulfillment of the principal purpose of the City's mission: the provision to its citizens of services defined by 
the City Manager through the Departments of Community Planning and Development Services, Finance, 
Information and Technology, Human Resources, Police, Public Works, and Recreation and Parks. 

 
Those services include but are not limited to youth, senior and community social services; human rights and 
community mediation; accounting, revenue management, purchasing, data processing and budgeting; 
community planning and development; building licensing and inspection; code enforcement; planning and 
zoning; community, senior and youth recreation; City property and civic center; facilities and grounds; 
employment and complete personnel services; police, security, and safety programs; media 
communications, information and technology administration and management; traffic, water, refuse, 
sanitation, and sewage management. 

 
SCOPE 

 
Personnel Policies and Procedures apply to all City employees, unless otherwise noted. 

 
PRINCIPLES 

 
The Personnel Policies of the City of Rockville are derived from the Laws of Rockville and are planned to 
advance the service of the City, to define the respective rights of, and restrictions applying to employees, 
and to give full consideration to the interests, morale, and welfare of its employees. Employees who are 
dedicated and committed to their mutual responsibility in carrying out these programs in Rockville are one of 
the City's most valuable assets. The personnel practices of the City are governed by these written policies 
and procedures. 

 
It is intended that the employment of personnel and all actions affecting employees be based on merit. 
Federal, state, and local laws govern the application of these policies. Such laws include, but are not limited 
to, those governing hours of work, wages, employment discrimination, workplace harassment, benefits, leave, 
disability, and safety. 

 
 

PPP # 05-00 
Policy on the Establishment and Maintenance of the Personnel Manual 

 
PURPOSE 

 
This Policy establishes the rules for creating, amending, revising, and adopting those policies and procedures 
relative to personnel operations for the City of Rockville. 

 
This Personnel Manual is not intended to be an expressed or implied contract of employment or a guarantee 
of employment for any specific period of time. 

 
PRINCIPLES 

 
Policies and procedures relative to personnel operations shall be developed and maintained as part of a 
manual by the Human Resources Director in accordance with applicable laws. However, all such policies 
and procedures must be approved by the City Manager and the Mayor and Council. 
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PPP # 05-10 
Procedure on the Establishment and Maintenance of the Personnel Manual 

 
PURPOSE 

 
This Procedure implements the Policy on the Establishment and Maintenance of the Personnel Manual (PPP 
#05-00). 

 
GENERAL RULES 

 
1. The Human Resources Director will review all Policies and Procedures and ensure that they are 
in accord with applicable federal, state and local laws. This review will also include ensuring that 
such Policies and Procedures are written clearly and ensure the most efficient and effective 
operations relative to human resources. 

 
2. When appropriate, the Human Resources Director will propose changes, additions, and deletions 
to the Personnel Manual to the City Manager. 

 
3. The City Manager will review the proposals of the Human Resources Director. If the City Manager 
concurs with the proposed changes, the City Manager will submit the Policy and Procedure to the 
Mayor and Council for approval. The approval by the Mayor and Council will constitute adoption of 
that proposal as the new policy and/or procedure which will at such time as designated by the City 
Manager, be followed. 

 
4. The Human Resources Director will ensure that the newly adopted policy is distributed and 
appropriately explained to all supervisory staff. The Human Resources Director will determine 
how to communicate changes affecting the general employee population. 

 

 
PPP # 20-00 
Policy on Employment 

 
PURPOSE 

 
This Policy establishes rules for employment with the City of Rockville. 

 
PRINCIPLES 

 
The term "employment" as used in this Policy means the appointment, after suitable selection processes, 
of an applicant to any full or part-time position, be it regular, temporary, seasonal, provisional or 
contractual. 

 

Position Status Summaries 

 
1.  Temporary Employees: 

 
An applicant may be appointed to a temporary position when there is a need for an employee for a 
specific time period or task. Temporary appointments usually are for six months or less; however, such 
appointments may be extended with the approval of the City Manager. If temporary employees become 
regular employees, their date of employment for calculating all leave and benefits will be the first day 
of their regular employment. 

 
Temporary employees are not entitled to any leave or benefits afforded to regular employees and are not 
in the City's merit system. 

 
2.  Regular Employees: 

 
Regular employees are employees hired in positions that are funded and expected to be continued on a 
full- time (40 or 37 1/2 hours per week), year-round basis. Employees in this category are entitled to 
benefits in accordance with the City policies and the terms of the benefit plans. Regular employees must 
become members of the City's retirement plan upon appointment. Regular employees are in the City's 
merit system and are also referred to as benefits eligible employees. 



3  

Regular employees who are routinely scheduled to work less than a 40 or 37 1/2 hour schedule are classified 
as part-time regular employees. They are eligible for all benefits on a prorated basis and have all the rights 
of regular full-time employees, provided they work a minimum of 20 hours per week. 

 

 
3.  Seasonal Employees: 

 
Seasonal Employees are employees who are scheduled to work less than 52 weeks per year and may either 
work full time or part time. Generally these employees are not regular benefits eligible employees. 
However, certain seasonal employees, as designated by the City, who are scheduled to work at least forty 
weeks per year and twenty hours per week, and are employed in successive years, are provided a modified 
limited benefits package. 

 
4.  Provisional Appointees: 

 
Provisional appointments to salary graded classes may be granted to an applicant at the request of the 
Department Director and with the approval of the Human Resources Director when a position needs to be 
filled immediately. Such appointment will be made only when an existing employee is unavailable to fill 
the position in an acting capacity; a qualified candidate for the position is available from the outside; and 
there is no current eligibility list for that classification. Such appointment will be filled only until a regular 
employee is hired for the position. Provisional appointments may not be granted to candidates who are 
already employees of the City. Provisional appointees will not receive preferential treatment in 
consideration of filling the vacancy in which they serve the provisional appointment. 

 
5.  Contract Employees: 

 
Based upon budgetary and/or operational needs, the City may hire employees in approved contractual 
positions. Salary and eligibility for salary increases and fringe benefits will be governed by the terms of the 
individual contracts, and recommended to the City Manager by the Human Resources Director, based on a 
salary survey and comparison to similar positions within the appropriate job market. Such contractual 
appointments are restricted to Department Directors and Assistant City Manager classes. The City Manager 
may request other positions to be contractual as needed to serve the best interest of the City. However, 
only the Mayor and Council may approve the creation of contractual positions. 

 
6.  Appointed Positions: 

 
The appointed positions of City Clerk, City Manager, and City Attorney shall serve at the pleasure of the 
Mayor and Council. 

 

 

PPP # 20-10 
Procedure to Effect Employment 

 
PURPOSE 

 
This Procedure implements the Policy on Employment (PPP# 20-00). 

 
GENERAL RULES 

 
Filling a Position Vacancy 

 
1.   No appointment will be made until a position has been properly funded, established, classified, 

and assigned a pay grade, hourly or flat rate. 
 

2.   Only applicants who meet the minimum qualifications, as set forth in approved class specifications, 
will be certified for inclusion on the eligibility list. 

 
3.   Notices of all position vacancies to be filled will be given through the issuance of Recruitment 

Announcements by the Human Resources Department. Such announcements will state whether 
the positions are to be filled on an open competitive basis (open to all qualified applicants from 
any source) or on a promotional basis (restricted to non-initial probationary employees of the City 
of Rockville). 
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4.   All vacancies will be posted internally for a minimum of ten (10) working days for represented and 
non-represented classes. Upon request of the Department Director concerned, a determination as to 
whether a position is to be advertised on a promotional or open competitive basis will be made by the 
Human Resources Director. Should a position be advertised on an open competitive basis, it will be 
posted as such for a minimum of ten (10) working days. Internal postings and advertising time 
periods may run concurrently. No persons shall receive preference for a position by virtue of their 
employment status with the City, political affiliation, or any other reason. 

 
5.   Eligibility lists created through the open competitive selection process and the promotional selection 

process will expire after selection has been made to fill the vacancy for which the list was created. 
All lists may be extended by request from the Department Director and upon the approval of the 
Human Resources Director up to a maximum of 18 months from the date of their expiration. Such 
requests will be made in cases where consideration is given to the number of qualified applicants or 
where the prospect of additional impending vacancies may occur. 

 
6.   In the event the Department Director making a selection is not satisfied with an existing eligibility list 

after having reviewed the qualifications of those on the list, the Department Director may request, in 
writing, that the recruitment be continued. Based on the availability of qualified applicants, the 
Human Resources Director will review and either approve or disapprove this request. 

 
7.   Appointments will normally be hired at the minimum compensation up to 10% above the minimum 

for the class unless the Department Director requests hiring above 10% above the minimum 
compensation. Such a request may be made when there is a shortage of qualified applicants, or if an 
available applicant has substantially greater qualifications than the minimum required for the class, 
and such qualifications are beneficial to the City. Such a request must be made in writing, stating the 
justification, and is subject to concurrence by the Human Resources Director and approval by the 
City Manager. 

 
8.   As the appointing authority for the City of Rockville, the City Manager will appoint Department 

Directors. Division directors (heads of organizational units immediately subordinate to departments) 
will be appointed by the respective Department Director with approval of the City Manager. 
Authority for appointments to positions below division director level is delegated to Department 
Directors. 

 
Probationary 
Periods 

 
Probationary periods are an established period of time during which regular employees' performance 
is closely reviewed to determine their ability to perform the requirements of their job. 

 
Reviews 

 
Reviews are conducted by the immediate supervisor, the Department Director, and the Human Resources 
Director. If the Human Resources Director determines that the performance of a probationary employee 
is not satisfactory, the employee may be released from the position with approval from the City Manager. 

 
Original Appointments 

 
All appointees to positions from eligibility lists created through the open competitive process are subject 
to an initial probationary period. 

 
Persons  appointed  to  regular,  non  union-represented  positions  shall  serve  an  initial  one-year 
probationary period. Where training is required to perform in a position, the initial probationary 
appointment will extend one year after completion of this training. 

 
Persons appointed to regular union-represented positions shall serve an initial probationary 
period in accordance with the terms of their collective bargaining agreement. 

 
Consideration for Other Vacancies 

 
Initial probationary appointees may be considered for other City vacancies announced on an open 
competitive basis. Upon successful completion of the initial probationary period, an appointee is granted 
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regular employee status in the Civil Service and may then apply for positions posted as promotional 
announcements. Probationary employees who apply for other City vacancies shall serve at least the length 
of their initial probation, in addition to any promotional probation. These probationary periods may be 
served concurrently. In no instance shall an employee receive a salary increment until both the initial and 
promotional probation have been completed. 

 
Leave 

 
Probationary  appointees  to  non-union  represented  positions  may  use  annual  leave  with  appropriate 
approval. 

 
However, employees forfeit accrued but unused annual leave if they separate from service for any reason 
during their first six months of employment. 

 
Employees on probation will have their probation extended one day for every day of leave without pay 
used during the term of probation. 

 
Initial probationary appointees to union-represented positions may use annual leave in accordance with 
the terms of their collective bargaining agreement. 

 
Promotions and Reclassifications 

 
All regular employees selected from an eligibility list created through the open competitive or promotional 
process, and who are promoted or assigned a new classification through such selection, will be subject to 
a six-month probationary period when promoted or assigned. 

 
Employees removed for unsatisfactory performance during a promotional probationary period shall be returned 
to their previous position or another suitable position in the same class in which they previously served and 
completed a satisfactory probationary period, if such a position is available. Should such a position be 
unavailable, the employee will be dismissed. Individuals may continue to apply for positions in any class. 
However, persons who have successfully completed a probationary period in a specific class and are re- 
employed within one year of their dismissal may be reinstated to their former class and grade and credited 
with prior service to the City, excluding the time not in City service, for seniority purposes only with 
concurrence of the Human Resources Director and approval of the City Manager. In accordance with terms of 
the pension plan, all prior credited service with respect to the pension plan will be lost. Those persons 
returning after one year will start as new employees. Those persons returning in another class will serve the 
required probation. 

 
Employee Records 

 
Maintenance of Records 

 
The Human Resources Department will maintain records on every regular or contract benefit-eligible 
employee which will include, but not be limited to, employment applications, salary history records, 
performance appraisals, copies of all personnel status changes (promotions, transfers, salary increments, 
etc.), benefit elections, applications, recommendations, disciplinary actions, awards, certificates of 
training, current employee contact information, etc. 

 
The Human Resources Department will maintain records on temporary and seasonal employees which may 
include,  but  not  be  limited  to,  employment  applications,  records  of  pay,  benefit  election  forms, 
employment status, contact information, etc. 

 
The Human Resources Department will maintain separate and confidential files for 
workers' compensation claims and medical files. 

 
The Human Resources Department will also maintain records of employee/applicant fingerprint applications 
and results, and recruiting, training, safety, and other data required by federal, state, or local law. 

 
Review of Records 

 
Employees may review their personnel records in the Human Resources Department by appointment. Copies 
of any documents will be provided to employees upon request. 
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Supervisors may review their employees' general personnel files. Medical records may be reviewed by 
the Human Resources Director or designee for determination of eligibility for benefits and other 
employment- related reasons. 

 

 
PPP# 30-00 
Policy on Unlawful Discrimination and Harassment 

 
PURPOSE 

 

 
The City of Rockville has a policy of non-discrimination and is fully committed to the principles of equality in 
employment and opportunity for all employees. The City believes that its objectives can best be attained by 
utilizing its personnel to the fullest extent possible, without discrimination based upon characteristics 
unrelated to performance.  The City expects all employees to adhere to these principles. 

 
PRINICPLES 

 
Unlawful Discrimination and Harassment 

 
All personnel actions, including, but not limited to, recruitment and hiring, working conditions, benefits and 
compensation, training, performance appraisals, promotion, transfer, discipline and dismissal shall be 
administered without regard to race, color, religion, gender, national origin, age, physical or mental 
disability, marital status, domestic partnership, veteran status, pregnancy, sexual orientation, genetic 
information, or any other legally protected characteristic.  Decisions in these and other areas are job related 
and are based upon individual merit, skill, ability to perform the job, performance ratings, length of service, 
satisfactory attendance, conduct, attitude, productivity, quality of work and other work-related criteria. 

 
The City insists that all of its employees be allowed to do their jobs in a workplace free from unlawful 
discrimination and harassment. To ensure that this policy is observed, employees are to immediately notify 
any member of the management team, including a supervisor, Department Director and/or the Human 
Resources Department if he or she feels that they have experienced or witnessed any unlawful 
discrimination or harassment in accordance with the Procedure on Unlawful Discrimination and Harassment 
(PPP# 30-10). 
 
An investigation of an employee’s complaint will be conducted as expeditiously as practicable. If a violation 
of this Policy is found, effective remedial action, including disciplinary action up to and including dismissal, 
will be taken. 

 
Retaliation 

 
The City forbids retaliation against: (1) any employee who reports unlawful discrimination or harassment, 
and (2) any employee who participates in an investigation of a complaint of unlawful discrimination or 
harassment. Any employee bringing a complaint or providing information for an investigation under this 
Policy will not be subject to adverse employment consequences based upon such involvement. Retaliation is 
strictly prohibited under this Policy, and any employee found to have retaliated against another employee in 
violation of this Policy will be subject to disciplinary action, up to and including dismissal. 

 
False Accusations and Information 

 
Any employee who knowingly makes a false accusation of unlawful discrimination or harassment, or 
who knowingly provides false information in the course of an investigation of a complaint, may be 
subject to disciplinary action, up to and including dismissal. 

 
Confidentiality 

 
All complaints and investigations will be handled, to the extent possible, in a manner that will protect the 
privacy interests of those involved; however, confidentiality cannot be guaranteed.  Written findings and 
conclusions regarding the complaint as well as disciplinary actions will be confidential to the extent provided 
by law. 
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PPP # 30-10 
Procedure on Unlawful Discrimination and Harassment 

 
PURPOSE 

 
This Procedure implements the Policy on Unlawful Discrimination and Harassment (PPP# 30-00). 

 
GENERAL RULES 

Reporting a Complaint 

1.   Any employee who believes that he or she has been subjected to employment discrimination 
or harassment in violation of this Policy may report the alleged discrimination or harassment 
to any member of the management team, including but not limited to, his or her supervisor, 
Department Director, any member of the Human Resources staff, or any appropriate County, 
State or Federal enforcement agency. 

 
2.   Complaints should be reported as soon as possible after the event(s) giving rise to the 

complaint.  When the report is being made to the City, the initial report can be oral or 
written. In the case of an oral report, the City official conducting the intake of the report will 
gather the pertinent information regarding the allegation and prepare a written statement 
constituting the complaint for the approval and signature of the complainant. 

 
3.   Human Resources staff or other City staff as appropriate will initiate an investigation into the 

event(s) giving rise to the complaint as soon as possible after the receipt of the complaint. 
The investigation will include an interview with the person(s) who allegedly engaged in the 
discrimination or harassment and may include interviews with witnesses and other staff as 
necessary. Investigations will be conducted without delay and will conclude within a 
reasonable time. 

 
4.   The Human Resources Director or other appropriate staff shall draft written findings and 

conclusions regarding the complaint.  If the complaint is found to have merit, immediate 
steps will be taken to end the discrimination or harassment and appropriate disciplinary steps 
shall be taken. Disciplinary action may include dismissal. The entire investigation process 
should not exceed 45 calendar days from report of complaint to conclusion, provided there 
are no extenuating circumstances. 

 
 

PPP# 35-00 
Policy on Accommodation of Disabilities 

 
PURPOSE 

 
The purpose of this Policy is to reinforce the City’s commitment to compliance with the Americans with 
Disabilities Act as amended (“ADA”), as well as applicable state and local disability discrimination laws. 

 
PRINCIPLES 

 
The City is committed to complying with the ADA, as well as applicable state and local disability 
discrimination laws. It is the City’s policy not to discriminate against any qualified employee or applicant with 
regard to any terms or conditions of employment because of such individual’s disability, perceived disability, 
or record of a disability. Consistent with this policy of non-discrimination, the City will provide reasonable 
accommodations to a qualified individual with a disability, as defined by the ADA, who has made the City 
aware of his or her disability, so long as that individual can perform the essential functions of the job and 
provided that such accommodation does not constitute an undue hardship on the City. 

 
The City encourages individuals with disabilities to come forward and promptly request 
reasonable accommodations. 

 
An employee or job applicant who has questions regarding this Policy should contact the Human Resources 
Department. 
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PPP # 35-10 
Procedure on Accommodation of Disabilities 

 
PURPOSE 

 
The purpose of this Procedure is to implement the Policy on Accommodation of Disabilities (PPP# 35-00). 

 

 
GENERAL RULES 

 
Requesting an Accommodation 

 
1.   An employee or job applicant who has a disability and believes that he or she needs a reasonable 

accommodation to perform the essential functions of his or her job should contact the Human 
Resources Department with a request for accommodation. (Forms are available as a convenience 
but are not required.) Pertinent medical information may be needed to determine the appropriate 
accommodation. 

 
2. The  City  is  not  required  to  make  the  “best  possible”  accommodation,  to  grant  the 

accommodation requested, to reallocate essential job functions, or provide personal use items 
such as eyeglasses, hearing aids, or wheelchairs. 

 
3.   Upon receipt of an accommodation request and medical documentation, as appropriate, a member 

of the Human Resources Department and pertinent staff will begin an interactive process of 
determining whether the individual’s disability can be accommodated. They will meet with the 
individual to discuss and identify the limitations resulting from the disability and the potential 
accommodation(s) that the City might be able to make to help overcome those limitations. The City 
will then determine the feasibility of the proposed accommodation(s) by considering various factors, 
including but not limited to, the nature and cost of the accommodation, the City’s overall financial 
resources, and the accommodation’s impact on the operation of the City, including its impact on the 
ability of other employees to perform their duties and on the City’s ability to conduct business. 

 
4.   If it is determined that, on a permanent or long-term basis, an employee will be unable to 

perform some or all of the essential functions of his or her position, with or without an 
accommodation, the employee is no longer a “qualified employee” under the ADA and this Policy 
would not apply. 

 
Non-disclosure of Genetic Information 

 
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities 
covered by GINA from requesting or requiring genetic information of an individual or family member of the 
individual, except as specifically allowed by law. 

 
To comply with this law, employees should not provide any genetic information when responding to a 
request for medical information made in connection with a request for an accommodation, including any 
leave of absence. 

 
“Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of 
an individual’s or family member’s genetic tests, the fact than an individual or an individual’s family 
member sought or received genetic services, and genetic information of a fetus carried by an individual or 
an individual’s family member or an embryo lawfully held by an individual or family member receiving 
assistive reproductive services. 

 
Reasonable Accommodation Due to Pregnancy 

 
Under Maryland law, pregnant employees are entitled to a reasonable accommodation for a disability caused 
or contributed to by pregnancy. If an employee provides the Human Resources Director certification from a 
health care provider as to restrictions on their ability to perform their job while the employee is pregnant, 
the City will explore with the employee all possible means of providing a reasonable accommodation, which 
may include, but not be limited to: 

 
o changing the employee’s job duties 
o changing the employee’s work hours 
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o relocating the employee’s work area 
o providing the employee with mechanical or electrical aids 
o transferring the employee to a less strenuous or less hazardous position, or 
o providing the employee with leave 

 
The City is not required to make any accommodation for a pregnant employee that imposes an undue 
hardship on the City. 

 
If an employee has any questions or concerns, he or she should contact Human Resources. 

 
Appeals and Other Processes 

 
1.   If the accommodation request is denied, the individual will be advised of his or her right to appeal 

the decision to the City Manager by submitting a written statement explaining the reasons for the 
request. If the request on appeal is denied, that decision is final. 

 

 
2.   An employee who believes that he or she has been discriminated against based on a disability should 

follow the Policy and Procedure on Unlawful Discrimination and Harassment (PPP# 30-00 & PPP# 30- 
10). 

 
3.   The City encourages any job applicant who believes that he or she has been discriminated 

against based on a disability to bring it to the attention of the Human Resources Director. 
 

 

PPP # 40-00 
Policy on Performance Evaluations 

 
PURPOSE 

 
This Policy establishes basic rules to ensure that employee performance will be regularly and 
properly evaluated. 

 
PRINCIPLES 

 
The completion of an Employee Performance Planning and Evaluation Form and its review with the 
employee represent the culmination of an ongoing review process. 

 

Performance evaluations are used to indicate how well an employee has carried out the duties of the job 
within a specific period of time. The evaluation process enables the rating supervisor and employee to 
review and define performance goals; specify work objectives and priorities; communicate performance 
expectations; assess training and development needs; and to resolve any questions regarding the duties of 
the position. 

 

 
PPP # 40-10 
Procedure on Performance Evaluations 

 
PURPOSE 

 
This Procedure implements the Policy on Performance Evaluations (PPP# 40-00). 

 
GENERAL RULES 

Responsibilities 

Human Resources Director: The Human Resources Director is responsible for the administration and 
interpretation of performance evaluations and related policies and procedures; distribution of forms, 
including distribution to the departments for new employees; review of performance evaluations for 
completeness, accuracy, and proper signatures; ensuring that the evaluation is conducted properly and that 
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it becomes part of the employee's personnel record; and transmittal to all rating supervisors and 
Department Directors of appropriate instructions and/or training on how to properly conduct performance 
evaluations. 

 
The Human Resources Director is responsible for making sure all evaluation forms are completed and 
returned and that employees receive the appropriate increases based on the High Performance Organization 
Pay System. 

 
The completed evaluation form will be maintained in the employee's personnel file. 

 
Immediate Supervisor: The immediate supervisor is responsible for evaluating the employee's work 
performance and reviewing the evaluation with the employee following the procedures stated on the 
Employee Performance Planning and Evaluation Form. The immediate supervisor may not evaluate an 
employee unless the employee has worked for that supervisor for a period of more than two months. 

 
In instances where an employee has worked for an immediate supervisor four months or more of a 
semi- annual rating period and then is transferred, demoted, or otherwise moved to a new assignment, 
that supervisor will perform the employee's semi-annual evaluation. 

 
Department Director: The Department Director is responsible for reviewing all performance 
evaluation forms within the respective department to ensure proper application of evaluation standards 
and to ensure that appropriate and adequate documentation is supplied in support of the evaluations' 
ratings. 

 
Employees: Employees are responsible for reviewing the form in consultation with the supervisor to ensure 
understanding of the ratings; discussing varying levels of ratings, including concerns, expectations, and goals 
for the forthcoming evaluation period; and signing the form as acknowledgement that they have reviewed 
the rating. Should employees disagree with all or part of the rating, they should still sign to acknowledge 
receipt and make appropriate comments on the form or attach information specific to their disagreements. 

 
Evaluation Schedule 

 
Regular Non-represented Probationary Employees: Regular non-represented probationary employees 
are to receive a performance evaluation rating at the end of the third and sixth month and prior to the end 
of the twelfth month, or as close thereto as practicable, following their date of employment. 

 
Regular Represented Probationary Employees: Regular represented probationary employees are to 
receive a performance evaluation rating at the end of the second and fourth month and prior to the end of 
the sixth month, or as close thereto as practicable, following their date of employment. 

 
Regular Non-probationary Employees Represented and Non-represented: Regular non-probationary 
employees, both represented and non-represented, are to receive a performance evaluation rating semi- 
annually in the sixth and prior to the end of the twelfth month, or as close thereto as practicable, following 
the completion of the employee's probationary period. The twelfth month evaluation will represent an 
evaluation of the employee's performance for the entire year. The twelfth month or final evaluation will be 
an evaluation of the entire twelve months and will provide the basis for determining the salary increment, if 
any, an eligible employee is granted. 

 

Entry-level Police Officers: Entry-level police officers' probations must extend at least twelve 
months beyond the completion of any necessary recruit training. They are then evaluated like non- 
represented probationary employees. 

 
Promoted Regular Employees: Promoted regular employees are subject to a six-month 
probationary period. Evaluations will be completed at the end of the third and prior to the end of 
the sixth month or as close thereto as practicable. This date will then become the employee's 
anniversary date for the purpose of performance evaluations and increments. 

 
Demoted Regular Employees: Demoted regular employees who must be placed on probation as a result 
of a demotion will remain on probation for the amount of time specified at the time of the demotion. In 
this instance, an employee will be taken off probation by way of a memo outlining satisfactory performance 
during the probationary period. The employee's salary increment date could remain unchanged; however, 
the employee's performance evaluation form will be forwarded from the current supervisor to the new 
supervisor. 
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Transferred Regular Employees: Transferred regular employees who are serving a probationary period 
as outlined in the Procedure on Transfers (PPP# 80-15) will be taken off probation by way of a 
memorandum outlining satisfactory performance during the probationary period. The employee's salary 
increment date will remain unchanged. The employee's performance evaluation form will be forwarded from 
the current supervisor to the new supervisor. 

 
Pay Increases 

 
Pay increases will be given as outlined in the Policy on Working Hours, Position Classification and Wage 
and Salary Administration (PPP# 60-00) and the Procedure on Position Classification and Wage and Salary 
Administration (PPP# 60-20). 

 
Evaluation Review 

 
The performance evaluation is to be drafted and signed by the employee’s first-line supervisor. In 
completing the performance evaluation, the first-line supervisor shall seek input from other supervisors in the 
chain of command, as appropriate, and from the Department Director.  Once the performance evaluation has 
been reviewed by the Department Director and finalized, the evaluation will be reviewed with the employee 
by the first-line supervisor and/or the Department Director and a discussion held regarding the employee’s 
performance. The discussion should include accomplishments, behavior, strengths and deficiencies, and 
planned future performance goals and objectives. The employee may make written comments on the form 
regarding the evaluation.  The employee will be the last one to sign the evaluation form.  The employee’s 
signature indicates having received the evaluation and does not necessarily indicate concurrence or 
agreement with the rating as assigned. 

 
The Department Director will retain the original of the initial (six-month) evaluation forms for the 
department and reissue them to appropriate immediate supervisors prior to the end of the year (12 
months) so that the final evaluation can be performed The Department Director must then return all original 
evaluation forms for the rating year to the Human Resources Department prior to the employee's 
anniversary date. 

 
Appeal of Evaluations 

 
Individual ratings in a performance evaluation are not subject to the City’s Grievance Procedure. 
Should employees disagree with their individual ratings, they may address their differences on 
the evaluation form or attachment. 

 
An employee may challenge a failure to comply with the City’s Policy and Procedure on Performance 
Evaluations through the City’s Grievance Procedure (PPP# 160-10). 

 

 

PPP # 50-00 
Policy on Labor Unions and Employee Groups 

 
PURPOSE 

 
The purpose of this policy is to define the relationship between the City and the various organizations 
that may represent employees. 

 
SCOPE 

 
This Policy is inclusive of all labor unions and other organizations representing groups of employees that 
are recognized by the City of Rockville. These groups include the American Federation of State, County, 
and Municipal Employees (AFSCME) Local 1453; The Fraternal Order of Police (FOP); and The Association 
of Administrative Municipal Employees (AAME). 

 
PRINCIPLES 

 
The City will abide by the terms of any collective bargaining agreement it may have with a labor union. 
Nothing contained in any section of this Manual shall cause a conflict with the terms of the collective 
bargaining agreement. To the extent that any provision of this Manual is inconsistent with the terms of 
the collective bargaining agreement, the collective bargaining agreement will prevail, unless applicable 
law requires otherwise. 
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In the spirit of cooperation and involvement, the City will make an effort to keep all employee groups, 
through their respective representatives, informed of changes in its policy. The City, however, still 
maintains the right to communicate and deal directly with each and every employee. 

 

 
PPP # 50-10 
Procedure on Labor Unions and Employee Groups 

 
PURPOSE 

 
This Procedure implements the Policy on Labor Unions and Employee Groups (PPP# 50- 00). 

 
GENERAL RULES 

City Representation 

The Human Resources Director (as designated by the City Manager) is responsible for representing the 
City on any and all issues relative to actions affecting employees. This includes employees represented by 
AFSCME, FOP and AAME. 

 

 
Prohibitions on Labor Unions and Other Employee Organizations 

 
Labor Unions and other recognized employee organizations are prohibited from: 

 
1. Interfering with, restraining or coercing any employee in the exercise of the rights provided 
to employees under the Personnel Policies and Procedures of the City; 

 
2. Impeding any employees from carrying out their duties; 

 
3. Discriminating against any employee with regard to membership or holding office in any 
labor union or employee group because of any reason outlined in the Policy on Unlawful 
Discrimination and Harassment (PPP# 30-00); and 

 
4.  Participating  in  and/or  encouraging  a  work  stoppage,  strike,  slowdown,  or  other  disruptive 
activities. 

 
Recognition of Unions and Other Employee Organizations 

 
AFSCME 

 
The City recognizes the American Federation of State, County and Municipal Employees (AFSCME) Local 
1453 as the sole and exclusive representative for classes of employees as defined by the collective 
bargaining agreement between the City and AFSCME. The provisions of that collective bargaining 
agreement, as well as City policy and procedure, govern the employees in the AFSCME bargaining unit. 

 
FOP 

 
The City recognizes the Fraternal Order of Police (FOP) Lodge 117 as an organization representing certain 
Police Department employees. The City and the FOP have a "Meet and Confer" relationship designed to 
discuss operations and procedures, pay and benefits. This relationship provides the City and the FOP with the 
means by which they may address any mutual concerns or issues. 

 
AAME 

 
The City recognizes the Association of Administrative Municipal Employees (AAME) as an organization 
representing certain administrative, supervisory, managerial, technical, and clerical employees. The City and 
the AAME also have a "Meet and Confer" relationship designed to discuss operations and procedures, pay 
and benefits. 
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Membership Exclusions 
 

Excluded from membership in any labor union or employee group are probationary employees, temporary 
employees, contract employees, Department Directors, City Attorney’s Office employees, Human 
Resources Department employees, and any employee who is “confidential” because he or she has regular 
access to privileged information regarding personnel management or labor policies through the employee’s 
duty to assist: 

 

1. The Mayor or a Councilmember; 
 

2. The City Manager or Deputy City Manager; or 
 

3. A Department Head or Assistant Department Head. 
 

Meet and Confer Relationship 
 
While nothing in a "Meet and Confer" relationship would ever preclude the City from taking any action 
unilaterally which would affect its employees, the City fully recognizes the importance of groups such as the 
FOP and the AAME. To that end, the City will make every effort to discuss major issues that affect the 
membership of these groups with their representatives, keep these groups informed of policy and procedure 
changes through their representatives, and discuss mutual issues and concerns with group representatives 
as may be appropriate. 

 
 
 

PPP # 60-00 
Policy on Establishing and Reporting Work Hours 

 
PURPOSE 

 
The purpose of this Policy is to establish the working hours and guidelines for position classification and wage 
and salary administration. 

 

PRINCIPLES 

Working Hours 

The regular workweek normally consists of five (5) consecutive days or four (4) days within the seven (7) 
day workweek as defined by the organizational unit. The starting time of the day is established by the City 
Manager or designee(s). For certain designated employees such as those in Refuse Collections, Police, Motor 
Vehicle Maintenance, Water Treatment, and others, the workweek may vary. 

 
Establishment of a Position 

 
A position represents the sum of the responsibilities assigned to and the duties performed by an employee. 
With the exception of the positions of City Manager, City Clerk, and City Attorney, each position will be 
established in accordance with PPP# 60-20, which implements this policy. 

 
Establishment of a Class 

 
A class represents the grouping of identical or closely related positions, the duties of which are so similar or 
related that the training, experience, and skill levels required to ensure satisfactory performance are the 
same. A class may consist of only one position when no other positions of the same type exist in the City. 
(See PPP# 60-20.) 

 
Wage and Salary Administration 

 
Compensation for employees will be such that internal consistency and equity are maintained among all 
positions, and that the City is able to recruit and retain qualified employees. The rate of compensation of 
employees is subject to the availability of funds. 

 
For the purpose of wage and salary administration, all positions are divided into three categories: 
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1. Hourly Rate Positions - These positions are occupied by the employees of the City receiving an 
hourly rate of pay (i.e. temporary employees). 

 
2. Salary-Graded Positions - All regular positions in the City, other than certain hourly or 
contractual positions, are salary-graded. The schedule of pay grades for salary-graded employees of 
the City may be adjusted occasionally, based upon the availability of funds and the need to keep the 
salaries of the City's positions competitive. Pay grades for salary-graded employees represented by 
the American Federation of State, County, and Municipal Employees (AFSCME) shall be governed by 
the terms of their collective bargaining agreement. 

 
Compensation for non-represented salary-graded and hourly rate positions is determined by regular 
surveys and job evaluations within the City, as well as by surveys of similar positions outside of the 
City. Compensation for represented employees shall be determined by collective bargaining between 
the City and the Union. 

 
3. Contractual Positions - Remuneration depends upon nature of assignment and specifics of the 
contractual agreements. (See PPP# 20-00.) 

 
Salary Increment- Effective Date 

 
Eligible represented and non-represented salary-graded employees may receive salary increments annually 
until the top of their salary grade is reached. Employees who are receiving longevity increases may be 
treated differently. Eligible employees receive their first salary increment after successfully completing their 
probationary period. They may then receive a salary increment on an annual basis from this date if 
performance warrants. Non-represented employees will receive pay increases in accordance with the High 
Performance Organization Pay System. Payment of salary increments is dependent upon employee 
performance and the availability of funding. 

 
Salary increments will be effective on the first day of the pay period in which their anniversary date falls, 
assuming approval. Anniversary dates of the l5th or before of a month will be the lst of that month. 
Anniversary dates of the l6th to the end of the month will be the lst of the following month. 

 
With regard to salary increments: 

 
Employees not on probation will have their salary increments delayed one day for every day 
of leave without pay used during the increment anniversary period. 

 
Overtime 

 
1.   Overtime work is required work performed in excess of a 40-hour workweek, which is authorized by 

a supervisor. 
 

2.   Overtime pay is defined as that monetary compensation paid for eligible overtime work. 
 

3.   Compensatory time is defined as paid leave credited to an employee in lieu of paid overtime, and is 
in addition to paid annual leave and other paid leave. 

 
4.   Leave year is that period of time beginning with the first full pay period of a calendar year and 

ends with the payroll period in which December 31 falls. 
 

5.   Base pay rate includes all approved leave with pay for the purpose of computing overtime. 
 
Out-of-Title Pay 

 
Out-of-Title Pay is that pay given to an individual for performing duties within a job class different from that in 
which they are employed. 

 
Non-represented Supervisory Employees 

 
Salary-graded non-represented supervisory employees assigned to perform all the duties and responsibilities 
of a higher classification for a period in excess of fifteen (15) consecutive working days shall be eligible to 
receive Out-of-Title-Pay commencing on the sixteenth (16th) consecutive work day. The employee shall 
receive pay for working in the higher classification, which shall provide the employee with a salary increment 



15  

as outlined in the Procedure on Promotion/Reclassification (PPP# 80-10), or the bottom of the higher salary 
range, whichever is more. 

 
Non-represented Non-supervisory Employees 

 
Salary-graded non-represented employees who are non-supervisory personnel assigned to perform all the 
duties and responsibilities of a higher hourly rate classification are eligible to receive Out-of-Title-Pay on an 
hour for hour basis at the hourly rate of higher classification effective on the sixth (6th) consecutive 
workday of such assignment. 

 
Union-represented Employees 

 
Union-represented employees assigned to perform all the duties and responsibilities of a higher classification 
shall be eligible to receive Out-of-Title-Pay as provided under the terms of their collective bargaining 
agreement. 

 
Police Officers 

 
Police Officers temporarily assigned as "Officer in Charge" shall be paid that rate of pay as though 
promoted into the position. 

 
Out-of-Title Pay Process 

 
Authorization 

 
When Out-of-Title-Pay is deemed necessary for efficient operation, the Department Director shall request, in 
advance and in writing, approval of Out-of-Title-Pay from the Human Resources Director. 

 
A memo stating the details of the need for Out-of-Title-Pay or transfer of personnel must be prepared by the 
immediate supervisor and sent to the Human Resources Director via the Department Director as soon as 
practicable. Human Resources will notify Payroll by means of a Personnel Action Form. 

 
Certification 

 
No Out-of-Title-Pay will be paid unless it has been authorized by the Human Resources Director. To ensure 
proper control, the signature of the employee's supervisor must always be entered on the Time Sheet for 
each employee receiving Out-of-Title-Pay. 

 
Maximum Amount of Pay 

 
The maximum amount of Out-of-Title-Pay allowed is 90 cumulative work days per fiscal year. In 
extraordinary circumstances, the City Manager may make an exception to the 90 day annual limit. 

 
Recordation 

 
For recording the above on the Time Sheet, see PPP# 60-10. 

 
Transfer of Personnel 

 
An employee is usually hired to fill a particular position in a specific office or location. However, the City may 
transfer or assign employees to any position, office, or location that the need or best interest of the City 
dictates. Such transfers and assignments may be temporary or permanent. 

 

 

PPP # 60-10 
Procedure on Establishing and Reporting Work Hours 

 

 
PURPOSE 

 
This Procedure implements the section on Working Hours as described in the Policy on Establishing and 
Reporting Work Hours (PPP# 60-00). 
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GENERAL RULES 

Recording Time 

Supervisors of employees with irregular schedules, shift employees and regularly scheduled part-time 
employees are responsible for keeping records of the workdays and working hours established for such 
employees. Changes in schedules should be recorded to ensure correct preparation of the payroll and proper 
control of attendance and leave records. Schedules must be approved by Department Directors. 

 
Time recording instruments will be maintained for all salaried and hourly wage employees in accordance 
with Department of Finance requirements. 

 
Workweek Schedule 

 
Union Represented Employees: The workweek for union represented employees begins at 12:01 a.m. 
Monday and ends at 12 midnight on the following Sunday. The workweek for other employees begins at 12:01 
a.m. Saturday and ends at 12 midnight on the following Friday. This schedule may be changed by the City 
Manager or designee(s) in his or her discretion. 

 

Full-time Non-represented Salary-graded Employees: Full-time non-represented, salary-graded 
employees will normally work five (5) consecutive days or four (4) days that include a daily lunch period 
within the seven (7) day workweek as defined by the organizational unit. For certain designated employees 
(such as those in Refuse Collection, Police, Motor Vehicle Maintenance, Water Treatment, and others), the 
workweek may vary. The normal schedule for employees working in City Hall is 8:30 a.m. to 5:00 p.m., 
Monday through Friday. This schedule or the schedule at other locations may be changed by the City 
Manager or designee(s). 

 
Regular, Non-probationary Represented Employees: The workweek and workday (including breaks) for 
regular, non-probationary, union-represented employees shall be in accordance with the collective bargaining 
agreement between the City of Rockville and AFSCME Local 1453. 

 
Lunch Period: The lunch period for full-time employees varies. Lunch periods should be scheduled as close 
to the middle of the workday as possible but are to be staggered to meet operational requirements and to 
provide maximum public service. 

 
Involuntary Reduction of Work Hours and Pay 

 
All City employees may be subject to furlough due to an unexpected lack of funds to operate.  Employees are 
strictly prohibited from performing any City work during the furlough period. This includes checking work- 
related e-mail and voice mail. 

 

 

PPP # 60-20 
Procedure on Position Classification and Wage and Salary Administration 

 
PURPOSE 

 
This Procedure implements the sections on Establishment of a Position, Establishment of a Class, and Wage 
and Salary Administration as described in the Policy on Establishing and Reporting Work Hours (PPP# 60-00). 

 

GENERAL RULES 
 
Evaluation of Salaried Classes 

 
Evaluation is the assignment of a salary grade to a class. Factors considered in evaluation include, but are not 
limited, to the following: complexity and/or degree of difficulty of the position; degree of freedom of action; 
supervisory responsibility; responsibility for property, money, lives; impact of work on the program 
objectives; relationship between classes; and education and experience requirements. Consideration of the 
above factors helps to maintain internal salary consistency. To remain competitive in the recruitment and 
retention of qualified employees, area or national salary surveys will be conducted or obtained periodically. As 
a result of these evaluations and surveys, the Human Resources Director will submit recommendations for the 
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assignment of a pay grade for each salaried class to the City Manager for approval. Certain classes in the 
Recreation and Parks scale have their salaries determined by surveys conducted by the Recreation and Parks 
Department. 

 
City salary schedules are available in the Human Resources Department or the Payroll Division of the 
Finance Department. 

 
 
Position Classification and Review 

 
When a new position is to be created, a position is budgeted, or review of an existing position is desired, the 
Department Director involved will submit a memorandum and a completed City Job Description questionnaire 
form to the Human Resources Director requesting initial classification or review. This request must include 
approval of the City Manager for the position to be reviewed. 

 
When conducting a position review, the Human Resources Department will arrange for interviews with the 
incumbents, their supervisor(s), and Department Director. Upon interviewing the incumbent, if any, the Job 
Description Questionnaire form will be reviewed along with any other information pertinent to the position. 
The Human Resources Department will review with the supervisor and the Department Director concerning 
the description of duties and responsibilities discussed in the interview with the incumbent. The supervisor 
and Department Director will certify that the list of duties and responsibilities is accurate and complete, or 
will indicate the changes, which are to be made. 

 
After the Human Resources Department has completed the analysis of the position, the Human Resources 
Director will review the findings and determine whether the position will remain in the same class, be 
assigned to another existing class, or be assigned to a newly created class. The Human Resources 
Director will seek concurrence for any changes from the Department Director concerned and submit to the 
City Manager for approval of the recommendation regarding the classification of the position studied. 

 
Salary-Grade Adjustments 

 
When a salaried class is assigned a higher pay grade, the incumbents of positions in such class will be paid as 
if they have received a promotion as outlined in the Procedure on Promotion/Reclassification (PPP# 80-10). 
The effective date for salary adjustments will be the beginning of the first pay period after such adjustment 
has received the required approval. If a lower salary grade is assigned to a class, any incumbents in that 
class whose current rate of pay is under the maximum salary of the new grade assigned will continue to be 
eligible to receive salary increments until they reach the maximum of the new grade. Any incumbents, 
whose rate of pay is already at or above the maximum of the new lower grade will remain at that rate of pay 
until the maximum of the new grade exceeds their current rate of pay. The incumbent's anniversary date will 
not change. 

 
Shift Differential 

 
Non-represented employees assigned to work a regular shift, more than four (4) hours of which falls 
between the hours of 5:00 p.m. and 7:00 a.m. shall receive night differential pay. The amount of such 
pay shall be as determined by the City Manager. Current differential rates are available upon request from 
the Payroll Division. Other premium pays for established criteria may be granted by the City Manager, in 
his or her discretion. 

 
Union represented employees shall receive night differential pay in accordance with the terms of 
the collective bargaining agreement between the City and AFSCME Local 1453. 

 
Salary Increment-Anniversary Date 

 
Salary increments are salary increases based upon criteria established in the Performance Planning and 
Evaluation System and within the grade established for each class. Increments will be granted to 
eligible employees provided the City's fiscal position allows. Salary increments will be effective on the first 
day of the pay period in which their anniversary date falls, assuming approval. (PPP# 60-00.) 

 
Employees receiving two or more unsatisfactory ratings on their final evaluation are not eligible to receive 
a salary increment for that year. 
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An employee who is hired, re-employed, or receives a salary increment is not eligible for a salary 
increment until one year from the date of such action, except that union-represented employees receive a 
salary increment after successful completion of their initial six-month probationary period. 

 
REPRESENTED EMPLOYEES hired on or before June 30, 1992 receive longevity pay in accordance with 
the terms of the contractual agreement between the City and AFSCME Local 1453. 

 
NON-REPRESENTED EMPLOYEES hired on/or after July 1, 1980 are not eligible for longevity pay. Those 
hired prior to July 1, 1980 and not receiving longevity pay at that time may eventually go to the top of their 
grade. After 12.5 consecutive years of classified service as a regular employee, these employees will receive 
longevity pay equal to 5% of their current base salary. 

 
Those hired before July 1, 1980, and receiving longevity pay at that time, have two options. They may 
advance no higher than 5% below the top of their grade and continue to be eligible for a 5% increase after 
7.5 years and an additional 5% after 12 years for a total of 10% longevity pay. They may, however, convert 
that portion of the money equivalent of the 7.5 year longevity pay (5%) to an increase, thus 
allowing them to advance to the top of their grade. Such conversions must be requested and implemented 
only prior to January or July of each year. Once employees convert longevity to the advancement in grade 
to the top of grade, they may not revert to longevity. 

 
Longevity pay is made in two equal lump sum payments in June and December of each year. In no instance 
will the sum of an employee's earnings (including regular rates and longevity pay) exceed 105 percent of 
the top step of the assigned salary grade. 

 
Incentive Plans 

The City may establish incentive plans which may provide for compensation in addition to the salary 
schedule for certain employees of the City who satisfy the criteria established in the High Performance Pay 
System or other incentive plans. However, no employee shall be paid a salary less than the established 
minimum nor greater than the established maximum rates fixed in the compensation salary schedule for the 
position the employee holds. Incentives will be granted to employees in lump sum payments in accordance 
with the HPO Pay System. Lump sum payments may be provided to employees that exceed the maximum 
range of the salary established for a class. 

 

 

PPP # 60-30 
Procedure on Overtime 

 
PURPOSE 

 
This Procedure implements the section on Overtime described in the Policy on Establishing and Reporting Work 
Hours (PPP# 60-00). 

GENERAL RULES 

Responsibilities 

 

Each Department Director: 

 
a. May establish policies and procedures providing non-exempt employees compensatory time in 
lieu of overtime pay subject to the provisions of the FLSA and any applicable collective 
bargaining agreement. 

 
b. Shall establish policies and procedures for authorizing overtime work. 

 
All supervisors, regardless of level, so authorized by the applicable Department Director, are 
responsible for: 

 
a.Planning, scheduling, and assigning work to ensure that overtime is worked only when 

absolutely necessary or when emergencies occur; 
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b. Authorizing employees to work overtime; 
 

c. Ensuring that authorized overtime work and compensation is properly entered and approved 
on leave, attendance, and paper or electronic timesheets; 

 
d.Administering the policies and procedures which govern or relate to overtime work and 

overtime compensation; and 
 

e. Assigning overtime work to represented personnel in accordance with the terms of the 
applicable collective bargaining agreement. 

 

Approval 

The assignment of overtime is an exercise of management discretion reserved to supervisors. 

Overtime work for which compensation is given shall be authorized in advance for both exempt and 
non- exempt eligible employees. 

 
Advance authorization is not required in the case of a bona fide emergency where overtime work is 
needed to prevent immediate danger to life, health and/or property. 

 

Eligibility 
 
All employees in non-exempt classifications are eligible for compensation (pay and/or compensatory time) 
for approved overtime worked in excess of 40 hours per workweek. The type of overtime compensation 
available to Union-represented employees is governed by the terms of the applicable collective bargaining 
agreement. 

 
Except for Department Directors and employees holding positions established by the City Charter, 
employees in exempt classifications are eligible for compensatory time for approved overtime worked in 
excess of 40 hours per week, but are not eligible for overtime pay. 

 
Department Directors and employees holding positions established by the City Charter are not eligible to 
earn overtime pay or compensatory time. 

 

Compensation 
 
All compensatory time must be pre-approved. Classes that are exempt and non-exempt for purposes of 
determining overtime eligibility are determined by the Human Resources Department. 

 
1.   Salary-graded non-represented employees who are exempt under the Fair Labor Standards Act 

(FLSA) from the payment of overtime shall receive compensatory time at a rate of one times the 
hours worked for each hour actually worked in excess of their normal workweek. 

 
2.   Salary-graded non-represented employees who are non-exempt by FLSA definition from the 

payment of overtime shall have the option to receive payment or compensatory time. Either shall be 
credited to the employee at the rate of one and one-half hours earned for each hour worked in 
excess of 40 hours per week. 

 
3.   Hourly-rate employees represented by AFSCME Local 1453 are compensated for overtime as defined 

by the collective bargaining agreement with the City of Rockville. 
 

4.   Hourly-rate non-represented non-exempt employees shall receive overtime compensation at the rate 
of one and one-half times the hours worked for each hour actually worked in excess of 40 hours per 
week. 

 
5.   Contractual employees (non-union) will receive compensation for overtime in accordance with 

FLSA regulations and the terms of their agreements. 

 
There is a Citywide cap of 80 hours placed on the accumulation of compensatory time for each individual. 
There is not a set time period in which an employee must use compensatory time. Individual exceptions 
may be made on the 80 hour cap with the written recommendation of the Department Director and approval 
of the Human Resources Director. 



20  

Minimum Reimbursable Periods 
 
The minimum compensable period for overtime work is one-quarter hour for all eligible employees. 

 
 
Exempt Employees 

 
Compensation 

 

Exempt employees may receive overtime compensation only by compensatory time. 
 
Employees exempt from overtime pay are entitled to receive one hour of compensatory time for each hour of 
approved overtime worked in excess of 40 hours in the workweek. 

 
Exempt employees shall be paid their normal base rate of pay plus compensatory time on an hour-for-hour 
basis for all hours worked on holidays or on their regular time off in excess of 40 hours in a workweek. 

 
Carry Over of Time 

 
Except as otherwise provided below, exempt employees may carry over no more than 80 hours of accrued 
compensatory time from one leave year to the next. If authorized by the City Manager, exempt employees 
may elect to have 50% of the value of their compensatory leave accrued beyond 80 hours distributed into an 
employer-sponsored health or retirement plan consistent with IRS regulations. 

 

With the written concurrence of the Human Resources Director, a Department Director may allow an exempt 
employee to carry over some or all of the employee’s excess compensatory time to the next leave year if the 
employee did not use the excess compensatory time because of special circumstances or workload demands. 
All such exceptions to the accrued compensatory time cap must be made in writing. However, in no instance 
will the accrued compensatory time exceed limits as set forth under the Fair Labor Standards Act. 

 
If such carryover is authorized, the non-exempt employee must use the excess by the end of the next 
leave year. 

 

Termination 
 
Exempt employees will not be paid for any unused compensatory time at the time of their termination 
of service. 

 

Non-exempt Employees 
 
Compensation 

 
Non-exempt employees may receive overtime compensation by overtime pay or by compensatory time in 
lieu of overtime pay, or any combination thereof as determined by the applicable Department Director, or 
the Director’s designee. Subject to the provisions of the FLSA, non-exempt employees who are required by 
their supervisors to work overtime shall be paid for such overtime at the rate one and one-half (1.5) times 
their normal straight time base rate of pay or shall be provided compensatory time in lieu of overtime pay 
at the rate of one and one-half (1.5) times the number of overtime hours worked. The one and one-half 
(1.5) overtime pay and compensatory time rate will only apply to hours worked in excess of 40 hours per 
workweek. Non-exempt employees whose normal workweek is less than 40 hours will receive their normal 
time base rate of pay time for each hour worked that does not exceed 40 hours per workweek. 

 
Work on Holidays 

 
Non-exempt employees required to work on a holiday (see PPP# 120-00) shall be paid their normal base 
rate of pay for a day’s work plus one and one-half (1.5) times their base rate of pay, or compensatory time 
at the rate of one and one-half (1.5) times the hours worked, for all hours worked on the holiday. 

 
Call in Pay 

 
Non-exempt employees recalled to work on a regular work day or called to work on a regular day off will 
be paid, or will receive compensatory time in-lieu-of pay, for a minimum of four hours or for hours 
actually worked, whichever is greater. For purposes of pay or compensatory time, recalled employees will 
be considered to be on an overtime assignment, provided the hours are in excess of 40 hours in the work 
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week, including credit for approved leave. The City Manager may establish special call in procedures and 
compensation for certain classifications of employees. 

 
Union Represented Employees 

 
Union-represented salary-graded employees shall receive overtime compensation for all authorized 
overtime in accordance with the terms of the applicable collective bargaining agreement with the City. 

 
Compensatory Time in Lieu of Overtime Pay 

 
City’s Discretion 

 
At the discretion of the applicable supervisor and in accordance with policies established by the 
applicable Department Director, non-exempt employees may receive any combination of compensatory 
time off and overtime payment so long as the principle of “time and one-half” is maintained, and the 
compensation is consistent with any applicable collective bargaining agreement. 

 
Use of Compensatory Time 

 

Non-exempt employees must be allowed to take compensatory time off within a reasonable period 
after making a request if the use of the compensatory time does not unduly disrupt the City’s 
operations. 

 
Payment for Compensatory Time 

 
At the end of the leave year, a non-exempt employee shall be paid for any compensatory leave hours accrued 
in excess of 80 hours. 

 
Non-exempt employees will be paid for any unused compensatory time at the time of their termination 
of service. 

 
Recording Overtime and Compensatory Leave 

 
1. Overtime is recorded by the employee and verified by the appropriate supervisor on the Time Sheet along 
with the regular hours worked. Time Sheets are prepared and submitted as designated by the Department of 
Finance. 

 
2. The appropriate supervisor approves daily overtime by signing the Time Sheets. Each instance of 
overtime must be recorded on the Time Sheet. 

 
3. All records on the accrual and use of compensatory time will be recorded through the City’s 
payroll/timekeeping system. 

 

 

PPP # 70-00 
Policy on Teleworking 

 
PURPOSE 

 
The Purpose of this Policy is to establish rules for teleworking at an off-site location as an effective way to 
meet City and employee needs. 

 
PRINCIPLES 

 
Teleworking for the City of Rockville is a management option, not an employee right. It is a privilege extended 
to employees as a voluntary option with the clear understanding that every job may not be adaptable for 
remote work. Teleworking arrangements can be terminated by either party upon reasonable notice to the 
other party, unless specified otherwise in the Telework Agreement. 
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PPP # 70-10 
Procedure on Teleworking 

 
PURPOSE 

 
This Procedure implements the Policy on Teleworking (PPP # 70-00). 

 
GENERAL 

RULES 

Definitions 

1. Teleworking - also called telecommuting - The practice of working from a remote workplace, 
such as home or a satellite work center, instead of commuting to a designated office. 

 
2. Designated office - The employee's usual and customary City work address. With Teleworking, 
the emphasis is placed on information or communication exchange through telephones and remote 
devices, such as computers, modems, and fax machines, so an employee may work off-site. In some 
cases, the telephone may be the only necessary communication equipment. 

 

3. Teleworking schedule - Teleworking is a flexible deployment of staff to meet City and employee 
needs. Telework may occur on a regular schedule (one or more days each week). Intermittent or 
episodic teleworking is also permitted. Teleworking less than full-time is supplemented by working at 
the designated office. Telework may also occur during non-traditional work hours with the 
supervisor's approval. 

 

4. Telework location - home based - working in an area in an employee's residence specifically set 

aside as a work space to be used during teleworking hours or another area as approved by the City. 

 
5. Eligible Employees - Any employee whose position is determined by the City to be suitable for 
teleworking. Eligibility determinations are made by the immediate supervisor, Department 
Director, Human Resources Director and Director of Information Technology. 

 
6. Telework Agreement - the document that defines all the general and specific parameters of 
teleworking for each individual employee which must be signed by the employee and accepted by 
the City prior to teleworking. 

 
Evaluation Factors for Teleworking 

 
A non-exclusive list of factors to be considered in determining if a position is suitable for 
telecommuting includes: 

 

 
• the employee's desire to telework 

• the employee's abilities and work history 

• the work performed 

• the tools and technology necessary to perform the work 

• scheduling issues 

• the off-site job location 

• ability to manage work hours and employee expenses 

• the City’s operational needs 

 
Authorized Expenses 

 
Based on need and available funding designated specifically for this project, Department Directors or their 
designees are authorized to approve, in accordance with established procedures, expenditures for office 
equipment, software, communication devices and services and office supplies needed by teleworkers at their 
remote workplace. For those employees authorized to telework and teleworking at least a minimum of one 
day per week, the City will allow, on loan, hardware and software to be used by the employee in connection 
with their teleworking needs. The total value of such equipment shall not exceed $500 per employee. This 
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equipment shall be authorized by and purchased through the Director of Information Technology and is 
considered to be on loan to the employee. Upon cessation of teleworking or termination of employment, the 
employee will be responsible for the return of this equipment. 

 
Equipment and Software 

 
The employee is responsible for the maintenance and care of the equipment they use. When City equipment 
is used at the City or at a remote workplace, the employee is financially responsible for that equipment if it 
is lost, stolen or damaged because of that employee's negligence, misuse, or abuse. 

 
Teleworking Proposal 

 
Those staff who believe they have tasks that would lend themselves to being carried out in a home office or 
other remote site and are interested in being considered for telework are invited to write a Proposal for 
Teleworking describing how their work would be conducted if they teleworked. The following outline of 
points should be used when writing the plan. It need not be lengthy, but should provide a clear, concise 
discussion of specific positive impacts and any drawback that teleworking would have on the employee, the 
employee's family, co-workers, the work itself, the supervisor and customers. 

 
Proposals should be submitted to the immediate supervisor. 

 
Outline 

 
Employees must use this outline to demonstrate how their teleworking would impact the services 
provided to Rockville citizens. 

 
1) Write a summary. 

 
• Describe what the employee wants to do, how often, and how the employee would carry out their 

job. 
• Show ways the City would benefit. 

 
2) Discuss the proposed schedule for working at home or other remote site and at the City. 

 
• Outline last week's calendar for the employee's specific job. 
• List tasks that required face-to-face meetings with the public and co-workers. 
• Show the days the employee could have worked in the remote office. 
• Answer the question - was that a typical week? 
• Describe in detail the proposed teleworking schedule, i.e. the days the employee would work in the 

remote office and at the City and the tasks they would do in each location. 

 
3) Describe the remote office. 

 
• Identify the equipment for the remote office the employee would need to telework. What equipment 

does the employee already have? 
• Confirm that the employee has "high speed access.” High speed access is internet provided via 

broadband technologies such as cable, fiber, or DSL with a minimum transmission speed of at least 

4 MB per second downstream and 1 MB per second upstream. 

• Where can the employee get what they do not own? 

• Describe the employee's remote office working environment. 
• If the remote office looks professional, consider including a photo. 
• Describe how the employee will get technical support (in most cases the City's IT Department will 

not provide support for the employee's equipment and software). 

 
4) Address the City's concerns. 

 
• How will the City know the employee is really working? 

• Write a proposal for planning and measuring performance. 

• How can the City reach the employee? 

• Outline a plan for keeping in touch by e-mail, voice mail, call forwarding, business telephone line, etc. 
including the hours (employees are generally expected to be available by phone during normal 
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business hours). 

• What if the employee is suddenly needed at the office? 

• Give examples of typical problems that arise and how they might be solved from the remote office. 

• Describe how long it would take you to get to the City office if needed. 

• What about child care, elder care and other non-work related obligations? 

• Provide a realistic solution that does not require the employee to supervise young children, care for 
elder individuals or perform other non-work related duties during work time. 

• Impact on the family. 

• Impact on co-workers. 

 
Approval or Disapproval 

 
The immediate supervisor signs the proposal and indicates approval or disapproval of the request. The 
supervisor may comment on the proposal by attaching a memorandum. 

 
If approved, the immediate supervisor then forwards the proposal through appropriate levels to the 
Department Director. 

 
The Department Director signs the proposal indicating approval or disapproval and may comment, by 
attaching a memorandum. If approved, the form is then forwarded to the Director of Information  
Technology. 

 
The Director of Information Technology will review the proposal indicating approval or disapproval and 
may comment, if desired, by attaching a memorandum. If approved, the form is then forwarded to 
the Human Resources Director. 

 
The Human Resources Director or designee will review the proposal to ensure compliance with the policy and 
governing procedures, verifying the information in the application where appropriate. The Human Resources 
Director then signs the form indicating either approval or disapproval of the request. 

 
If the proposal is approved by the Human Resources Director, the Human Resources Director will place the 
proposal in the employee's file and return a copy to the employee and to the Department Director. The 
employees will then be required to sign a telework agreement and to make appropriate arrangements with 
the immediate supervisor to begin teleworking. Supervisors are responsible for ensuring acceptable 
performance of employees who telework. Approval of telework is solely at the City's discretion and may be 
withdrawn or altered with reasonable notice to the employee. 

 
At any time during this process should anyone disapprove of the proposal, the processing will stop at that 
level of disapproval and copies of the form and reason for disapproval shall be returned to all previous levels 
of the routing process and to the Human Resources Department for placement in the employee's personnel 
file. 

 

 

PPP # 75-00 
Policy on Discipline and Dismissal 

 
PURPOSE 

 
The purpose of this Policy is to define the rules for disciplining and dismissing employees of the City of 
Rockville. 

 
PRINCIPLES 

 
Disciplinary actions are taken to reinforce the expectations and standards required to be followed by City 
employees. To that end, disciplinary actions not only serve to put employees on notice that they have failed 
to meet the City's expectations, but also to give employees an opportunity to meet these expectations. 
Disciplinary actions also define what consequences may be incurred if the employee fails to meet the City’s 
expectations. 

 
Regular, non-probationary employees having completed probation are expected to meet acceptable 
performance criteria and follow all rules as defined by the City. Their failure to do so may result in 
progressive discipline as outlined in the Procedure on Discipline and Dismissal (PPP# 75-10). These 
employees have the right to appeal such actions through the administrative grievance procedure. Union 
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employees must follow the grievance procedure available in the collective bargaining agreement. 
 
Regular, probationary employees are expected to meet all acceptable performance criteria and follow all rules 
as defined by the City. The probationary period provides the City the opportunity to evaluate the individual 
and determine the employee's suitability. At the appropriate evaluation periods, probationary employees 
should be informed of any problems concerning their performance by way of an evaluation and, if necessary, 
also by memorandum. The City reserves the right to terminate the employment relationship at any time 
during the probationary period for any non-discriminatory reason without the right of appeal under the 
administrative grievance procedure or collective bargaining agreement. 

 
Temporary and seasonal and other employees serve at the pleasure of the City. Their service is determined as 
it best meets the needs of the City and may be terminated at any time for any non-discriminatory reason. 

 

 

PPP # 75-10 
Procedure on Discipline and Dismissal 

 
PURPOSE 

 
This Procedure implements the Policy on Discipline and Dismissal (PPP# 75-00). 

 
GENERAL RULES 

Probationary Employees 

Regular probationary employees who fail to meet acceptable performance criteria are subject to dismissal. 
During their initial probationary period (six or twelve months), employees do not have rights of appeal under 
the administrative grievance procedure or collective bargaining agreement. 

 
To release an employee during probation, the supervisor shall write to the Human Resources Director stating 
the reasons for the release. If appropriate, the Human Resources Director will approve the release and 
instruct the supervisor to inform the employee in writing about the release, prior to the effective date of 
such action. Such a release must also be approved by the City Manager. 

 
Temporary/Seasonal Employees 

 
Temporary/seasonal and other employees serve at the City's pleasure and may be removed from service at 
any time as best suits the interests of the City. The decision to remove a temporary or seasonal employee 
must be reviewed and approved by the City’s Human Resources Director. Temporary and seasonal 
employees do not have a right of appeal. 

 
Regular Non-Probationary Employees 

 
Regular non-probationary employees who fail to meet acceptable performance standards or otherwise 
violate City rules, regulations, policies, procedures, etc., are subject to disciplinary action. Progressive 
discipline should be followed whenever the City determines it is appropriate to do so. Progressive discipline 
includes verbal warnings, written warnings, disciplinary probation, suspension, and dismissal, usually 
applied in that order. First offenses of minor infractions should only incur verbal or written warnings. 
Subsequent offenses will generally incur more severe forms of disciplinary action. In all cases, the nature, 
extent and severity of the infraction must always be considered in determining the degree of the 
disciplinary action. Nothing in these guidelines precludes the City from taking more severe forms of 
disciplinary action, including suspension and/or dismissal, for first offenses. Also, nothing in these 
guidelines precludes the City from imposing multiple forms of discipline (i.e., demotion, probation, and 
suspension). 

 
Disciplinary Action 

 
Disciplinary action should always be conducted and maintained confidentially. Notices of disciplinary action 
should include all of the following: the area of deficient performance, citing specific examples where 
possible; what the performance expectations are; what consequences may be incurred for failing to heed 
those warnings and expectations; a measurable period of time for correcting difficulties; and summary  of 
previous discipline. 



26  

The forms of progressive discipline are: 

 
1. Verbal Warning: between the immediate supervisor and the employee. Such warnings 
shall be reported to the Human Resources Director; 

 
2. Written Warning: as a memorandum from the immediate supervisor to the employee with 
a copy to the personnel file; 

 
3. Disciplinary Probation: in memorandum form from the supervisor to the employee for a 
period of generally six (6) to twelve (12) months, depending on the infraction, with a copy to 
the personnel file. The starting and ending dates of the probation should be indicated in the 
memorandum; 

 
4. Suspension Without Pay: normally for a period of one to five workdays depending on the 
infraction (not to exceed 30 workdays without special approval by the City Manager), in 
memorandum form, from the supervisor to the employee, also giving the exact dates of the 
suspension. All suspensions must have concurrence by the Human Resources Director and 
approval by the City Manager; and 

 
5. Dismissal: See Procedure on Dismissal (PPP# 80-07). 

 
Duties 

 
In order to enhance and clarify the actions of all the forms of discipline listed, those requiring a 
written memorandum should also be verbally explained to and discussed with the employee by the 
initiating supervisor whenever possible. 

 
At all levels of discipline, the supervisor should document and securely maintain notes of actions, 
discussions, etc. 

 
Prior to suspension or dismissal of any employee, the immediate supervisor must also inform the Human 
Resources Director of the recommendation for suspension and/or dismissal by way of memorandum. This 
should be done in accordance with the Procedures on Suspension and Dismissal (PPP# 80-04 or 80-07). This 
memorandum should include the reasons for the recommendation (the nature of the infraction, times, dates, 
etc.) and reference to any prior disciplinary action. 

 
Upon approval of the Human Resources Director, the supervisor will issue a written confirmation of the action 
to the employee stating the reasons for the action and informing the employee of the right to appeal through 
the appropriate grievance procedure. Only non-probationary, regular employees have the right to such 
appeals. 

 
 

PPP # 80-00 
Policy on Personnel Changes 

 

 
PURPOSE 

 
The purpose of this Policy is to establish rules for personnel changes. 

 
PRINCIPLES 

 
The following personnel changes may be implemented by the City: 

 
• Position 
• Demotion 
• DismissalLayoff 
• Promotion 
• Resignation 
• Reinstatement 
• Suspension 
• Transfer 
• Retirement 
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Specific reference to related policy issues such as Employment, Reduction in Force, Leave, Benefits, and 
Retirement can be found in other sections of this Personnel Manual. 

 
 
Personnel Changes 

 
Position 

 
The Human Resources Department is responsible for issuing recruitment announcements and advertising for 
vacant positions utilizing various sources as appropriate. Promotional recruitment announcements are posted 
conspicuously in each field office and in City Hall. Only current employees of the City who apply will be 
considered for promotional recruitment. From time to time, certain considerations may restrict those eligible 
for promotional positions. All applications will be considered for positions advertised as Open Competitive. 

 
Demotion 

 
Demotion is the assignment of employees to a lower graded position or to one with a lower rate of pay. 
Demotion requires the same approval as employment. Demotions may be made for cause or administratively 
when the City determines such action is necessary. See Procedure on Demotion/Reclassification (PPP# 80- 
12). 

 
Dismissal 

 
Dismissal is the removal or discharge of an individual from employment in the City service for cause. 
Additional rules for discipline and dismissal may be found in Policy on Discipline and Dismissal (PPP# 75-00), 
Procedure on Discipline and Dismissal (PPP# 75-10), and Procedure on Dismissal (PPP# 80-07). 

 

 
Layoff 

 
Layoff is the reduction in force due to budgetary reasons or due to lack of work necessary to keep 
the employees gainfully employed. See Procedure on Layoffs (PPP# 80-18). 

 
Promotion 

 
Promotion is the assignment of an employee to a position with a higher salary grade or rate of pay. All 
interested, qualified employees who apply are to be considered for promotion when a vacancy occurs. 
Promotions are approved as indicated in Procedure to Effect Employment (PPP# 20-00) and Procedure 
on Promotion/Reclassification (PPP# 80-10). 

 
Resignation 

 
Resignation is the voluntary separation of employees from the City. In order to maintain continuity of City 
operations, employees intending to terminate employment should give written notice to their immediate 
supervisor as early as possible in advance of the expected departure date. (See PPP# 80-40 for minimum 
notification times to resign in good standing.) Employees who have resigned in writing in good standing but 
have not yet separated employment may, with the consent of the Department Director concerned and the 
Human Resources Director, withdraw the resignation and be restored to the position vacated if it is still 
vacant. 

 

Reinstatement 
 
A resignation may be withdrawn for up to thirty (30) calendar days after the effective date of the 
resignation. This may be done by writing to the Human Resources Director. If the Department Director 
and the Human Resources Director approve, employees may be reinstated to the same position which 
was held prior to their resignation without regard to the existence of an eligibility list, provided the 
vacancy still exists. 

 
If an employee is reinstated within thirty (30) calendar days, any unpaid leave will be restored and the 
employee will be placed in the same grade and step previously held. The employee will be credited with 
prior service to the City, excluding the time not in City service, for seniority purposes only. In accordance 
with the terms of the pension plan, all prior credited service with respect to the pension plan may be lost 
if payout has already occurred. 
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After the 30-day period, individuals may continue to apply for positions in any class. However, persons who 
have successfully completed a probationary period in a specific class and are re-employed within one year of 
their resignation may be reinstated to their former class and grade and credited with prior service to the 
City, excluding the time not in City service, for seniority purposes only, with concurrence of the Human 
Resources Director and approval of the City Manager. In accordance with terms of the pension plan, all prior 
credited service with respect to the pension plan will be lost. Those persons returning after one year will 
start as new employees. Those persons returning in another class will serve the required probation. 

 
Union-represented employees shall be treated in accordance with the terms of the collective 
bargaining agreement. See Procedure to Effect Employment (PPP# 20-10). 

 
Suspension 

 
Suspension is the administrative and supervisory action taken to remove employees from active duty 
and pay status (Leave Without Pay) for a period not to exceed 30 days pending investigation of cause 
for dismissal, or as a disciplinary measure for misconduct or negligence on the part of employees. 

 
Transfer 

 
Transfer is the assignment of an employee from one position to another position having the same class, 
rate of pay, or grade. Transfers are approved the same as employment and may be made to accommodate 
the needs of the City or the employee. In a transfer, there is no change in compensation. (Procedure on 
Transfer (PPP# 80-15).) 

 
 

PPP # 80-04 
Procedure on Suspension 

 

 
PURPOSE 

 
This Procedure implements the section on Suspension as described in the Policy on Personnel Changes (PPP# 
80-00). 

 
GENERAL RULES 

 
Authority 

 

Suspension may be imposed by the Human Resources Director as designated by and with the approval of the 
City Manager upon recommendation of the employee's immediate supervisor or a person in a position of 
equivalent or higher authority within the same department who would normally be authorized by that 
Department's Director to take such action. In the event of any doubt as to whether such authority exists for 
any specific situation, the appropriate Department Director and/or the Human Resources Director should be 
consulted. 

 
If necessary to establish such authority, the Department Director and/or the Human Resources Director 
should be consulted. In each case, written notice of the suspension signed by the Department Director 
concerned or his designee and approved by the Human Resources Director and the City Manager, together 
with the reasons set forth and the period of duration, shall be given to the suspended employee. A copy of 
the notice to the employee shall also be forwarded to the Human Resources Department for filing in the 
employee's personnel folder. 

 
Process 

 
1. The person initiating the suspension will prepare a notice addressed to the employee to be suspended. 
The memorandum will include the reason for the suspension and the period of suspension and must be 
approved by the Department Director, the Human Resources Director, and the City Manager. 

 
2. Once approval is obtained, the initiator will distribute the suspension notice as follows: 

 
a. The original will be given to the employee suspended. 

b. A copy will be given to the Human Resources Director. 
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c. A second copy will be given to the employee's shop steward, if appropriate. 

d. A third copy will be retained by the originating office. 

3. The initiator of the suspension will then indicate the suspension, marking the employee's absence as 
"Leave Without Pay" for the duration of the period of suspension on the attendance-time sheet. (See 
Procedure on Leave Without Pay (PPP# 120-70) for recording Leave Without Pay). 

 
4. Upon receipt of a copy of the notice of suspension, the Human Resources Director will generate an Action 
Paper and will file the copy in the employee's personnel folder. 

 
5. Under certain conditions (when keeping the employee on duty could adversely affect the health and 
welfare of other employees and City operations), a supervisor may orally notify the employee of the 
suspension. In such cases, the oral notification will be confirmed by written notice as soon as practicable  (in 
accordance with Paragraphs 1 and 2, above) and by sending written notice to the employee’s last known 
mailing address and the employee’s personal email account (if known). 

 

 
PPP # 80-07 
Procedure on Dismissal 

 
PURPOSE 

This Procedure implements the section on Dismissal as described in the Policy on Personnel Changes (PPP# 
80-00). 

 

 
SCOPE 

This Procedure applies to the dismissal of regular, non-probationary City employees. See Policy on 
Employment (PPP# 20-00) for rules regarding other employees. 

 
GENERAL RULES 

Causes for Dismissal 

Employees may be dismissed if their performance fails to meet the City’s expectations or their actions have 
been contrary to the best interests of the City. Reasons for dismissal may include, but are not limited to, the 
types of improper conduct listed in the Policy on Employee's Code of Conduct (PPP# 180-00). 

 

Notice of Dismissal and Informal Hearing 
 
An employee shall be notified of the City’s intent to dismiss him or her by a Notice of Dismissal, which shall 
include the infraction, disciplinary action taken, and any applicable appeal rights. 

 
A regular, non-probationary employee has a right to have an informal pre-dismissal hearing prior to 
dismissal. If an employee makes a request within one working day after his receipt of the Notice of 
Dismissal, his Department Director or designee shall schedule a pre-dismissal hearing to discuss the 
infraction and proposed dismissal. The hearing shall be informal.  After completion of the informal hearing, 
the Department Director shall notify the employee and the Human Resources Director in writing of the 
results of the informal hearing.  The Department Director may rescind, modify, or affirm the disciplinary 
action as a result of the hearing. 

 
Under certain conditions (when keeping the employee on duty could adversely affect the health and welfare of 
other employees and City operations), a supervisor may orally notify the employee of suspension from duty. 
In such cases, the oral notification will be confirmed by written notice as soon as practicable (in accordance 
with the Procedure on Suspension (PPP# 80-04) and the Policy and Procedure on Discipline and Dismissal 
(PPP# 75-00 and 75-10) and by sending written notice to the employee’s last known mailing address and the 
employee’s personal email account, if known. 

 
Payment of Wages 

 
The City will pay all wages and accrued Annual Leave due employees on the next regularly scheduled 
payday. 
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Documentation 
 
When an employee is dismissed, documentation must be prepared to support the reasons for the 
dismissal (e.g., statements of witnesses, examples of unsatisfactory work, prior disciplinary actions taken 
against the employee, etc.). 

 
Appeal of Dismissal 

 
Employees who believe they were wrongfully dismissed may appeal the dismissal by filing a grievance under 
the administrative grievance procedure (see Procedure on Grievances, PPP# 160-10) or under the terms of 
the appropriate collective bargaining agreement. Such appeal is separate from any informal pre-dismissal 
hearing. 

 
Coordination with Human Resources Department 

 
Except when otherwise ordered by the City Manager, all proposed dismissals must be approved by the 
Human Resources Director to ensure that sufficient cause and necessary documentation have actually in 
advance been established for such action. Human Resources may initiate action regarding the dismissal 
or other appropriate discipline of an employee. 

 
City Manager Approval 

 
Approval of the City Manager is also required for dismissal of employees. 

 
Dismissal Action Process 

 
1. When dismissal action is to be initiated for a regular, non-probationary employee, the employee's 
immediate supervisor will: 

 
a. advise the Department Director concerned of the employee's unsatisfactory performance or 
conduct as soon as possible, and 

 
b. present documentation to support the charges made, including copies of all progressive 
disciplinary actions taken. (See PPP# 75-10.) 

 
2. The Department Director or designee shall review the supervisor's charges to determine if dismissal of the 
employee is warranted. 

 
3. The Human Resources Director or designee shall review the matter to determine if dismissal of the 
employee is warranted. 

 
4. If the review indicates that dismissal of the employee is justified, the Department Director or designee will 
prepare a letter of dismissal to have concurrence by the Department Director, Human Resources Director, 
and approval by the City Manager. The letter must contain the following information: 

 
a. Reason(s) for dismissal (cite previous warnings and disciplines). 

b. Effective date of dismissal. 

c. Right of appeal available to employees. 

 
5. After the Department Director, Human Resources Director, and City Manager have signed the 
letter, the immediate supervisor will distribute the copies as follows: 

 
a. Give the original letter to the employee, or if the employee is not available, send it by 
overnight mail to the employee's last known home address and, when available, by email to the 
employee’s personal email account. 

 
b. Send a copy of the letter, and copies of all necessary documentation to support the dismissal to 
the Human Resources Director. The Human Resources Department will then prepare an action paper, 
obtain the necessary signatures, and send a copy of the action paper to the Payroll Division. 
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c. Retain in the department files a copy of the letter and the originals of all documentation to support 
the dismissal. 

 
d. Give a copy of the letter to the employee's shop steward if the employee is covered by a collective 
bargaining agreement. 

 
6. The Human Resources Director will ensure that the employee's file is placed in an inactive status and 
that the proper notification is given to the former employee concerning all rights and benefits. 

 
7. The Payroll Division will: 

 
a. Compute and process for payment any wages or monies due upon dismissal, less any monies 
owed the City; and 

 
b. When ready, and at the former employee's option, send the check to the employee by 
overnight mail or make arrangements for the employee to pick up the check personally. 

 
Special Cases 

 
In cases that involve personnel reporting directly to the City Manager, the City Manager will perform the 
functions which normally are carried out by Department Directors. 

 

 

PPP # 80-10 

Procedure on Promotion/Reclassification 

 
PURPOSE 

 
This Procedure implements the section on Promotions as described in the Policy on Personnel Changes (PPP# 
80-00). 

 
GENERAL RULES 

Compensation 

1. If non-represented employees are promoted from a position in one pay scale to another position in the 
same pay scale, they shall receive an increase in their pay as follows, but no more than the top of the new 
grade: 

 
One grade increase = 5.0% pay increase 
Two grade increase = 7.5% pay increase 
Three grade increase =10.0% pay increase 
Four grade increase =12.5% pay increase 
Five grades or above =15.0% pay increase. 

 
2. If non-represented employees are promoted from a position in one pay scale to a position in a different 
pay scale, they shall receive a 5% pay increase from their previous pay. 

 
3. Upon completion of a required six-month promotional probationary period, non-represented employees 
will be eligible for an additional 3.5% increase. 

 
4. When represented employees, (AFSCME or police) are promoted from one position to another within their 
pay scale, they shall receive an increase which is at least equal to a one step increase in their previous pay. 

 
Upon completion of a required six-month promotional probationary period, AFSCME represented employees 
will be eligible for an additional one-step increase; and 

 
5. The anniversary date of successful completion of the promotional probationary period shall be considered 
the new increment anniversary date. Employees will be eligible for salary increments only on their increment 
anniversary date. 
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Processing Approval of Promotions Process 
 
1. The immediate supervisor will request through the Department Director, that the position be filled, using a 
Personnel Requisition Form (see PPP# 80-30). 

 
2. The Human Resources Department will furnish the immediate supervisor with an Eligibility List, which 
lists all qualified applicants. 

 
3. The immediate supervisor will then: 

 
a. work together with the responsible Human Resources Administrator to make a selection to fill the 

vacancy; 
 

b. sign the Eligibility List in the space provided; and 
 

c. send the Eligibility List and all interview related materials to the Department Director for approval. 

 
4. The Department Director will sign the Eligibility List, and forward it and all related materials to the Human 
Resources Director, including the salary and the effective date of the action. (Under no circumstances will 
effective dates for promotions be made retroactively.) 

 
Special Cases 

 
For promotions to an administrative position Grade 23 or above, approval by the City Manager is required. In 
such cases, the Department Director will send the Eligibility List to the City Manager for approval before 
forwarding all related materials to the Human Resources Director. 

 
Probationary Period 

 
All promoted employees are required to serve a six-month probationary period. If, for any reason, employees 
are returned to their former position during the probationary period, their compensation and increment 
anniversary date will revert to what it was immediately before the promotion commenced (see Procedure to 
Effect Employment (PPP# 20-10). 

 
Reclassification 

 
When an existing filled position is reclassified to a higher salary-grade, the policies and procedures for 
adjusting wages applied are the same as those for promotion except for the probationary period. The 
incumbent will not be required to serve a probation, and the anniversary date for increment purposes 
remains as it was prior to the reclassification. 

 
 

PPP # 80-12 
Procedure on Demotion/Reclassification 

 
PURPOSE 

 
This Procedure implements the section on Demotions as described in the Policy on Personnel Changes (PPP# 
80-00). 

 
GENERAL RULES 

Reasons for Demotion 

Demotions to a lower graded position or to one with a lower hourly rate can be made for cause, 
administratively, or voluntarily, when an employee applies for an open position in accordance with Policy on 
Employment and Procedure to Effect Employment (PPP# 20-00 and 20-10). 

 
Employees Demoted for Cause 

 
Employees demoted for cause shall be placed in the lower salary graded position at their present salary, or at 
the maximum salary for the new grade, whichever is less, as determined by the Department Director, 
concurred in by the Human Resources Director, and approved by the City Manager. Employees demoted for 
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cause will be placed on probation for an amount of time specified at the time of the demotion. Employees will 
be taken off probation by way of a memo outlining satisfactory performance during the probationary period as 
outlined in the Policy and Procedure on Performance Evaluation (PPP# 40-00 and 40-10). 

 
Employees Demoted Administratively or Voluntarily 

 
Employees demoted administratively or voluntarily shall receive their present salary or the maximum 
salary authorized for that lower class if the maximum is the same or less than their present salary. 

 
Employees Demoted to an Hourly Rate of Pay Position 

 
Employees demoted to an hourly rate of pay position (temporary) shall receive the new lower rate of pay and 
shall become temporary employees, losing all rights and benefits afforded a regular merit employee. These 
employees placed in temporary status shall be paid any wages and accrued Annual Leave due at the time of 
the demotion. The City will subtract from this amount any debt to the City as outlined in the Procedure on 
Dismissal (PPP# 80-07). 

 
Salary Increments 

 
Employees will be eligible to receive salary increments until the maximum pay of the new lower salary grade 
is reached in accordance with Procedure on Performance Evaluations (PPP# 40-10). 

 
Process 

 
1. The person initiating the demotion will prepare a written notice addressed to the employee demoted. The 
memorandum will include the reason for the demotion, the new position to be held, and the salary grade and 
step or hourly rate of pay to be received by the employee. This memorandum must be concurred in by the 
Department Director and the Human Resources Director and approved by the City Manager. 

 
2. Once approval is obtained, the initiator will distribute copies of the demotion notification as follows: 

 
a. The original will be given to the employee demoted. 

 
b. The first copy will be given to the Human Resources Director. 

 
c. The second copy will be given to the employee's shop steward in the case of AFSCME represented 
employees. 

 
d. The third copy will be retained by the originator. 

 
3. Upon receipt of a copy of the notice of demotion, the Human Resources Director will generate an action 
paper and will file a copy in the employee's personnel folder. 

 
Reclassification 

 
When an existing filled position is reclassified to a lower salary-grade, the employee will not suffer any 
decrease in pay. No probationary period will be served, and the anniversary date for increment purposes 
remains as it was prior to the reclassification. 

 

 
PPP # 80-15 
Procedure on Transfers 

 
PURPOSE 

 
This Procedure implements the section on Transfers as described in the Policy on Personnel Changes (PPP# 
80-00). 
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GENERAL RULES 

Guidelines 

Employees are usually hired to fill particular positions in a specific section or location. However, the City has 
the right to transfer or assign employees to any position, office, or location that the need or best interest of 
the City dictates. 

 
Transfers may be temporary or permanent. 

 
In a transfer, there is no change in compensation or increment anniversary date. 

 
Employees who are transferred because of inability to perform the duties of a position in a specific 
location may be placed on probation following the transfer. 

 
No probationary period will be required for employees transferred in the same class solely to meet 
operational needs or for personal reasons unless they are on probation in their current position, in which 
case they will be required to remain in such status for the duration of the probation in the new position. 

 
Approvals required for transfer are the same as for employment (see Policy and Procedure on 
Employment, PPP# 20-00 and 20-10). 

 
Transfers Within a Department 

 

1. Department Directors may affect transfers as required within their respective departments. 

 
2. Upon determining that a transfer will take place within a department, the Department Director will 
indicate approval (either orally or in writing) to the sending and the receiving supervisors. 

 
3. The immediate supervisor of the position that the employee is leaving will then send a memorandum 
to the employee(s) concerned indicating the reason for transfer, effective date of the transfer, and the 
new location. A copy of this memorandum will be forwarded to the Human Resources Department for 
filing in the employee's personnel file. 

 
Upon receipt of the memo, the Human Resources Department will update its records and prepare the 
necessary action paper indicating the change in the cost allocation as well as any other changes required as 
a result of the transfer. Based on the reason for transfer, it will be determined whether the employee will be 
required to serve an additional probationary period. Once all signatures have been obtained, the action 
paper will then be forwarded to the Payroll Division for processing. 

 
Transfer Between Departments 

 
1. Transfer between departments can occur to best meet the needs or interest of the City or when an 
employee has applied for and been selected to fill a vacant position in a different department in 
accordance with the Policy on Employment (PPP# 20-00) and Procedure to Effect Employment (PPP# 20- 
10). 

 
2. Upon receipt of the memo from the department stating an employee was selected to fill a vacant 
position, the Human Resources Department will update its records and prepare the necessary action 
papers. If an employee is filling a position in a different class as a result of this selection, a six-month 
probation will be served. However, in accordance with the Policy on Performance Evaluation (PPP# 40-00), 
the employee's salary increment date will remain unchanged. 
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PPP # 80-18 
Procedure on Layoffs 

 
PURPOSE 

 
This Procedure implements the section on Layoffs described in the Policy on Personnel Changes (PPP# 80-00). 

 
GENERAL RULES 

 
Selection of Employees to Be Laid Off 

 

 
Regular non-represented employees may be laid off when required for the good of the public service. 
Reasons for layoff include, but are not limited to, shortage of funds, lack of work, the abolishment of 
a position, or other business reasons unrelated to the employee’s job performance. These criteria 
apply regardless of whether the layoff is made on a Citywide, departmental, divisional or sectional 
basis. 

 
In applying a layoff to Union represented positions, the provisions of the Agreements between the City and 
AFSCME Local 1453 should be followed. 

 
The duties performed by any employee laid off may be reassigned to other employees in an 
appropriate class. 

 
Layoff Criteria 

 
When a layoff has been approved by the Mayor and Council, the affected class or classes of employees has 
been determined, regular non-represented employees will be selected for layoff based upon the City’s 
determination of the skills and experience required for the duties to be performed after the layoff is 
conducted. An employee’s length of service will be a factor in determining whether or not the employee shall 
be laid off, but it is not necessarily the determining factor. 

 

 
Notification 

 
All employees who are to be laid off will be given a written 30 days notice clearly stating the effective date of 
the layoff and the reason for the layoff. The employees will also be furnished information concerning their 
benefits by the Human Resources Department. 

 
Re-employment List 

 
Employees laid off from the City of Rockville will be given priority consideration for vacancies within their job 
class that occur within twelve (12) months of the effective date of the layoff. 

 
The City may fill a vacant position in a class for which a re-employment list exists by either offering the 
position to a person on the re-employment list (consisting of individuals laid off in that class within the last 
12 months) or by promoting an eligible employee. Where a person on the re-employment list has 
qualifications equal to or better than other applicants for the same position, the person on the re- 
employment list shall be selected. 

 
An employee's name will remain on a re-employment list for 12 months from the date of layoff, but will be 
removed from the list if that employee: 

 
• Accepts another City position; 
• Refuses a job offer made from a re-employment list for a job at the same salary-grade or rate or 

higher; or 
• Fails to respond within seven calendar days to a letter from the City of Rockville concerning re- 

employment. 



36  

Employees Who are Rehired After a Layoff 

 
The following rules apply to employees who: 

 

• Were laid off from a regular class; and 
• Are rehired into a regular class; and 
• Are rehired within 12 months of being laid off. 

 

 
Physical Examination 

 
Employees may be required to pass a physical examination prior to being rehired. 

 
Probation 

 
Employees who are rehired from a re-employment list into their former class will not be required to serve a 
probationary period provided they have successfully completed a probation within that class. If appointed to 
a different class they must serve a probationary period. 

 
Credit for Prior Service 

 
When rehired, employees recalled to regular positions within twelve (12) months of their layoff will be 
credited with prior service for the purpose of calculating seniority, longevity, and vacation leave. If employees 
are rehired within twelve (12) months, they also will be credited with prior service in grade for the purpose of 
determining length of continuous service in one level of a salary grade. Those re-employed after being laid off 
in excess of twelve (12) months shall be considered as new employees. Terms of retirement benefits and 
credited service will be as defined in the retirement plan. 

 
Sick Leave 

 
When rehired, employees recalled to regular positions within twelve (12) months of their layoff will be 
credited with any sick leave balance at the time of layoff. 

 
Salary 

 

 
If employees are rehired in the same class within twelve (12) months of their layoff, then they will be placed 
in the same grade and rate of pay they held at the time of the layoff. If they accept a job in a class which 
has a lower salary grade than their former class, the action will be considered a voluntary demotion and the 
rules for demotion will determine salary. 

 
If employees accept a job in a class which has a higher salary grade than their former class, their action will 
be considered a promotion and the rules for promotion will determine salary. 

 

 

PPP # 80-40 
Procedure for Clearance of Resigning Employees 

 
PURPOSE 

 
This Procedure implements the section on Resignation described in the Policy on Personnel Changes (PPP# 80- 
00). 

 
SCOPE 

 
This procedure applies to all employees (temporary and regular) who terminate employment with the 
City. This Procedure must be adhered to in order to receive clearance and pay following resignation, 
dismissal, reduction in force, retirement, death, or termination of employment for any other reason. 
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GENERAL RULES 

 
Process 

 
1. Employees who expect to leave the services of the City will notify their immediate supervisors as soon as 
possible in advance of the anticipated termination of employment. Department Directors and contract 
employees must give notice as outlined in their employment contract. Division head level employees must 
give 30 days written notice to leave the City in good standing. All other employees must give at least two 
week's notice to leave the City in good standing. This notification will be given to the Human Resources 
Department and an action paper will be processed and submitted to the Payroll Division. NOTE: If 
employees terminate without prior notification (e.g., immediate resignation, dismissal, etc.), supervisors will 
follow this procedure as soon as possible after the termination. If immediate supervisors want the position to 
be filled again, they will submit a Personnel Requisition Form (see PPP# 80-30). 

 

2. The employee's leave balances as of the end of their last day of employment will be summarized by the 
City's Payroll Division. 

 
3. The immediate supervisors are also responsible for the following actions: 

 
a. If terminating employees had access to computer systems, immediate supervisors will notify 
the Information Technology Department, who will take action to deny access to the system for 
the employees; and 

 
b. On the last day that employees are present for work, immediate supervisors ensure that any 
articles which belong to the City, such as keys, uniforms, identification card, credit cards, 
registration cards, etc., are returned. If employees were issued any tools and/or equipment for 
which they were responsible, supervisors will follow the procedure for receipt of returned equipment 
as covered in the Procedure on Tools and Equipment (PPP# 85-10). 

 
4.  If employees have any outstanding financial obligations to the City ( such as travel advances, petty 
cash advances, or payback of tuition reimbursement), the Director of Finance or designee will take steps 
necessary to recover funds or property belonging to the City. 

 
5. Employees will receive notice of an exit interview and receive instruction as to their rights and 
privileges concerning benefits. 

 

 

PPP # 85-00 
Policy on Tools and Equipment 

 
PURPOSE 

 
The purpose of this Policy is to develop an accountability system for all tools and equipment owned and 
leased by the City and assigned to employees. 

 

PRINCIPLES 
 
Supervisors are responsible for the safekeeping and accountability of all tools and equipment assigned to 
their locations or staff, although final responsibility for tools and equipment rests with the individual employee 
to whom it is assigned. 

 
Employees will be charged appropriately for replacement or repair of equipment lost or damaged through 
neglect or misuse while in their possession. Should damage or loss occur due to neglect or misuse, the 
responsible employee will be charged accordingly for the item as outlined in The Procedure on Tools and 
Equipment (PPP# 85-10). The employee will have the option of paying directly or having payroll 
deductions made according to The Procedure on Tools and Equipment (PPP# 85-10). 

 
Failure of the employee to reimburse the City may cause disciplinary action to be taken, up to and 
including suspension and/or dismissal. The employee will be notified in writing by the immediate 
supervisor of any problems concerning tools and equipment. 
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Loss of City property will be reported promptly in accordance with the Procedure on Tools and Equipment 
(PPP# 85-10), or reported according to the Procedure on Reporting Incidents Involving Property Loss or 
Personal Injury (PPP# 205-10). 

 

 
 

PPP # 85-10 
Procedure on Tools and Equipment 

 
PURPOSE 

 
This Procedure implements the Policy on Tools and Equipment (PPP# 85-00). 

 
 
GENERAL RULES 

 
Schedule for Replacement of Lost or Damaged Tools and Equipment 

 
Tools and equipment less than one year old shall be repaid at the current replacement cost or current 
market value, whichever is less. Tools and equipment that are one year old, but less than two years old, 
shall be repaid at 75% of the current replacement cost or current market value, whichever is less. Tools and 
equipment two years old or older, shall be repaid at 50% of the current replacement cost or current market 
value, whichever is less. Equipment such as keys and computers for which the City may incur a service cost 
to rekey or reconfigure, shall be repaid at the full cost. Any tools and equipment that are depreciated by the 
City shall be repaid at the value established by the City. In the case of repair, the charge will not exceed the 
cost to replace the tool or piece of equipment. Upon separation of an employee from the City for any 
reason, the employee's supervisor will account for all tools, property and equipment in the possession of 
that employee. Any tools, property, or pieces of equipment not returned or damaged due to misuse or 
neglect by the employee must be documented by the supervisor immediately so that appropriate 
arrangements for repayment may be made. 

 
Recording Assignment of Tools and Equipment 

 
Tools and equipment that are assigned to employees will be recorded by the supervisor or designee. The 
exact method for recording these transactions is at the discretion of the supervisor, but it is recommended 
that a written record of tool and equipment issuances and returns be kept. When a tool or piece of 
equipment is returned by employees, the supervisor or designee shall inspect the item for damage. Any 
employee who observes a loss of or damage to City-owned or leased property should report the occurrence 
to the responsible supervisor immediately. 

 
Memorandum Regarding Repair or Replacement 

 
If tools and equipment belonging to the City are lost or damaged through neglect or misuse, the supervisor of 
the responsible employee will prepare a memorandum to the responsible employee indicating the charges for 
repair or replacement. The cost of replacement should be determined through consultation with the Finance 
Department. The memorandum will be forwarded to the Department Director or designee who will review the 
memorandum and, if in agreement, initial and approve the charge. Upon approval by the department, 
arrangements should be made for payment by sending a copy of the letter to the Director of Finance to effect 
the payment. A copy of the approved memorandum will go to the employee being charged. 

 
Payment 

 
Employees must make cash payment for such charges to the City of Rockville within two weeks from the date 
that the memorandum was approved by the Department Director. If the employee is unable to pay the entire 
amount due within the two-week period, the Director of Finance will effect a payment schedule, with 
payments to be made on each successive payday following the determination of the charge. The minimum 
payment allowed shall be $10.00 or 10% of the item's value (whichever is greater) per pay period. In cases 
where the monies involved are extraordinary, then alternate payment schedules may be arranged through 
the Human Resources Director. 
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Separation 

 
Upon separation of an employee from the City for any reason, the employee's supervisor will account for all 
tools property and equipment in the possession of that employee. Any tools, property, or pieces of equipment 
not returned or damaged due to misuse or neglect by the employee, must be documented by the supervisor 
immediately so that appropriate arrangements for repayment may be made 

 

 

PPP # 120-00 
Policy on Leave 

 
PURPOSE 

 
The purpose of this Policy is to set forth the types of leave and benefits granted by the City to its employees. 

 
SCOPE 

 
Leave and benefits provided under this Policy are available to regular full-time employees and regular part- 
time employees on a prorated basis. Employees represented by AFSCME Local l453 will be governed by the 
terms of their collective bargaining agreement. 

 
Persons employed on a temporary basis are not eligible for the leave or benefits set forth in this Manual. 
Eligibility for contractual employees will depend upon the terms and conditions of their contracts. 

 
PRINCIPLES 

Responsibilities 

The Human Resources Director is responsible for the interpretation and administration of the policy and 
general monitoring of employee's leave. 

 
Department Directors are responsible for the administration of the leave policy within their respective 
departments and ensuring that leave is not abused. 

 
Immediate supervisors are responsible for granting leave and ensuring that leave is not abused. 

Employees are responsible for requesting leave appropriately and providing necessary documentation. 

Active Pay Status 

Regular employees of the City earn Annual and Sick Leave for each completed month of service while in active 
pay status. An active pay status is one in which the employee receives remuneration for either actual hours 
worked or other form of leave. 

 
Transfer Between Jobs 

 
Employees who transfer between regular City jobs will retain existing leave balances. 

 
Absences Without Approval 

 
An employee who is absent without approval is placed on a Leave Without Pay status. 

 
Conversion of Time 

 
An employee may not convert one type of leave to another type of leave once recorded on the time sheet, 
without the supervisor's approval. In no event may employees convert Annual Leave to Sick Leave. 

 

 
TYPES OF LEAVE 

 
1.   Administrative Leave 

 
Administrative Leave is paid leave granted to certain employees so designated to receive such leave during 
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inclement weather emergencies. Administrative Leave is not charged against any other form of paid leave. 
 

2.   Holiday Leave 
 

The official paid holidays observed by the City are as follows: 

 
New Year's Day 

Martin Luther King's Birthday 

Presidents' Day 

Memorial Day 

Independence Day 

Labor Day 

Veterans' Day 

Thanksgiving   ay 

Thanksgiving Friday 

Christmas Day 

 
Holidays which fall on Saturday will be observed the preceding Friday, and holidays which fall on Sunday will 

be observed the following Monday. 

 
In addition to the above, all general and Congressional election days will be observed as holidays. 

If an official holiday falls on the day off of an employee who has fixed scheduled days off other than 

Saturday or Sunday, the next scheduled working day will be considered as that employee's official holiday. 

They may either be given the next scheduled day after the holiday off with pay or work the day after and be 

given the holiday pay plus time and a half pay or comp time for all hours worked in accordance with the 

Procedure on Overtime (PPP# 60-30). 

 
For those employees with days off that are not fixed, such as those working rotating or irregularly scheduled 

shifts, if a holiday falls on their day off, it will be observed on that day and not the next scheduled working 

day. They will receive the straight time holiday pay plus time and a half or comp time for all hours worked in 

accordance with the Procedure on Overtime (PPP# 60-30). 

 
Employees who do not work on the holiday shall receive straight time for the holiday in addition to pay for all 

hours worked within that week. 

 
Refuse Workers 

 
Refuse workers are required to work all days except Christmas Day. 

 
Police Officers 

 
Police officers working on Christmas Day, New Year's Day, and/or the Fourth of July and/or the respective 
designated City substitute holiday will be compensated at their regular rate of pay for all hours worked on 
the actual holiday or substitute holiday. When a police officer works both the holiday and the substitute 
holiday, the officer will earn overtime pay or the equivalent compensatory time for one of these days. All 
hours in excess of the normal workweek are compensated in accordance with The Procedure on Overtime 
(PPP# 60- 
30). 

 
Employees Subject to Collective Bargaining Agreements 

 
Union-represented employees and certain designated non-union represented employees shall observe 

holidays as outlined in the collective bargaining agreement between AFSCME Local 1453 and the City. 
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Eligibility 
 

 
1. Regular employees will be authorized pay for all of the official holidays observed by the City. 

 

 
2. To be eligible for holiday pay, a regular employee must be in pay status for a full day on the last 

scheduled workday before and for a full day on the first scheduled workday after the holiday. 

 
3. Temporary employees are not entitled to holiday pay. 

 

 
Recording Holiday Leave 

 

 
1.Union-represented employees will record the payroll code for holiday on the time sheet. A-Scale and 

Police employees record holidays as regular hours. 
 

 
2. The supervisor will attest to the holiday by signing the time sheet and forwarding it to the Payroll 

Division for processing. 
 

 
3. For recording time worked on holidays by regular employees, see the Procedure on Overtime (PPP# 60-30). 

 
3.   Annual Leave 

 
Annual Leave may be used as it accrues for any reason and is to be requested and approved by 
the employee's immediate supervisor at least three (3) working days in advance whenever 
possible. 

 
Unscheduled use of Annual Leave (which is leave requested with less than three working days’ advance 
notice) may be taken only in an emergency. Unscheduled use of Annual Leave may be subject to 
verification and may be denied if a pattern of abuse develops, or abuse is suspected. 

 
Annual Leave, properly requested, shall not be unreasonably denied. However, the City’s operational 
needs are always the foremost consideration in granting or denying a leave request. Leave abuse is 
subject to disciplinary action. 

 
Use of Annual Leave by employees in AFSCME Local1453 is governed by the terms of their 
collective bargaining agreement. 

 
Accrual 

 
Annual Leave accrues on an employee’s monthly anniversary date after one month of regular service. 
Annual Leave for regular employees is accrued in accordance with the schedule below, provided that the 
employee has been in Active Pay status for more than 15 days of each month. If the employee is in Active 
Pay status for 15 days in a month, the employee will accrue an additional 1/12th of the annual leave 
accrual on their monthly anniversary date. Employees may also receive a lump sum amount of credited 
Annual leave in accordance with the High Performance Organization Pay System. 

 

Accrual Schedule 
 

 
 

Length of Service 

 

 
Annual Accrual 
Hours 
(37.5-hour) 

 

 
Annual Accrual 
Hours 
(40-hour) 

1 to 24 months (16 days) 120 128 
25 to 60 months (19 days) 142.5 152 
61 to 96 months (21 days) 157.5 168 
97 or more months (23 days) 172.5 184 

 

 
1. Temporary employees do not accrue Annual Leave. Part-time regular employees accrue a pro- 
rated amount based on their base budgeted hours. 
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2. Annual Leave for contractual employees is dependent upon the terms of their respective contracts. 
 
3. There is a maximum carryover limit of the equivalent of 50 days for Annual Leave (375 hours for 
employees working a normal schedule of 37.5 hours per week and 400 hours for employees working a normal 
schedule of 40 hours per week). Employees may not carry more than this 50-day limit into any subsequent 
year. Any Annual Leave in excess of this 50-day limit as of December 31st of each year will be credited to 
the employee's Sick Leave balance, provided the employee has used and/or converted two weeks of Annual 
Leave during that year. 

 
4. Annual Leave may be requested in one-quarter (1/4) hour increments. 

 
5.  Any legal or declared holiday falling during an Annual Leave period will not be counted as Annual 
Leave. However, in the event of an early closing while the employee is absent, the employee will be 
charged a full Annual Leave day. 

 
 
6. After six (6) months of service, employees shall be paid for any accrued but unused Annual Leave (under 
50 equivalent days) upon separation from the City. Leave will be paid at the employee’s rate of pay at the 
time of separation. 

 
7. Annual Leave will not be advanced; employees may only use accrued leave. 

 
8. The abuse of leave shall be cause for disciplinary action. 

 
 
Requesting Annual Leave 

 
Except in case of emergency, employees desiring to take Annual Leave must submit a request for leave to 
their supervisor at least three (3) workdays prior to the date that the leave is to be taken. The supervisor 
then approves or denies the request and records leave taken on the timesheet as submitted to the Payroll 
Division for the appropriate pay period. 

 
Unscheduled use of Annual Leave (which is leave requested with less than three working days’ advance 
notice) may be taken only in an emergency. Unscheduled use of Annual Leave may be subject to 
verification and may be denied if a pattern of abuse develops, or abuse is suspected. 

 
In cases of emergency, prior approval for Annual Leave need not be obtained if it is not possible to do 
so, but the absence and the reason therefore must be reported to the supervisor within ten minutes 
after the employee's designated reporting time. 

 
The City’s operational needs are always the foremost consideration in granting or denying a leave 
request. 

 
Recording Annual Leave 

 

The Payroll Division will record for attendance purposes all Annual Leave. Annual Leave may be used in 1/4- 
hour units. 

 
Payment Upon Separation 

 
Regular employees with over six (6) months job service who separate from service shall be entitled to 
payment of Annual Leave balances. Employees with less than six (6) months of service shall not be entitled to 
such payment. 

 

 
Family and Medical Leave 

 
Annual Leave will be granted for approved Family and Medical Leave purposes in accordance with laws 
concerning the Family and Medical Leave Act. 

 
Annual Leave Conversion 

 
Regular employees, if they elect, may convert a maximum of 5 days of Annual Leave days for taxable cash or 
deferred compensation at their current rate of pay on or about the last week in December of each year. 
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When electing to participate in the Annual Leave Conversion Program, employees must retain a minimum 
annual leave balance equivalent to 5 days, as shown below 

 
 

Minimum Annual Leave Days 
Available 

Maximum Days That May be 
Converted 

10 5 
9 4 
8 3 
7 2 
6 1 

 

 
  Forms are available during Open Enrollment. 
 

4.   Sick Leave 
 

Sick Leave may be taken whenever an employee is unable to come to work because he or she is medically 
incapacitated or is being treated by a health care provider. 

 
Eligibility 

 
All regular City employees are eligible for Sick Leave. Use of Sick Leave by employees in AFSCME Local 1453 
is governed by the terms of their collective bargaining agreement. 

 
Responsibilities 

 
• The Human Resources Director is responsible for the interpretation and administration of the policy 

and general monitoring of employee leave. Department Directors are responsible for the 
administration of leave policy within their respective departments and ensuring that leave is not 
abused. 

• Immediate supervisors are responsible for granting leave and ensuring that leave is not abused. 
• Employees are responsible for requesting leave appropriately and providing necessary 

documentation. 

 
Process 

 
1. Employees who are to be absent due to injury or illness must notify their supervisor or the supervisor's 
designee within two (2) hours of their assigned reporting time at the beginning of the scheduled shift. In case 
of a preplanned and approved absence due to hospitalization or prolonged illness, a Medical Certification Form 
completed by the physician stating the term of required absence will substitute for the daily call-in. All such 
absences will be recorded on the time sheets. 

 
2. All regular full-time employees will earn 1 1/4 equivalent days of Sick Leave per month of service. There 
will be no limit on the amount of Sick Leave a regular employee may accumulate. Part-time regular 
employees will accrue leave on a pro-rated basis determined by their base budgeted hours. 

 
3. The Human Resources Director may require such evidence as deemed necessary to validate Sick 
Leave. Any employee who is determined to have made a fraudulent request for Sick Leave shall be 
subject to disciplinary action, which may include immediate dismissal. 

 
4. Sick Leave may be used in connection with personal illness. "Personal illness" justifying the use of Sick 
Leave means a medical condition which makes the employee unable to perform their duties. There is no 
limit on the amount of accumulated Sick Leave an employee may use for personal illness. The City can 
terminate an employee for operational reasons regardless of the amount of Sick Leave the employee has 
accumulated. Family illness justifying the use of Sick Leave means a personal illness of an employee's 
relative. The personal illness must be of sufficient severity that the employee's absence from work to care 
for such family member is reasonably required. "Relative" for Family Sick Leave purposes is defined as 
including only spouse, child, sibling, parent, parent-in-law, foster parent, grandparent, and grandchild. It 
may also include other blood, half, and step relations providing they reside in the employee's household. 
Employees are eligible for the equivalent of five (5) days of absences for family illness in any one (1) 
calendar year. Five days is equal to 37.5 hours for those employees who work 75 hours a pay period and 40 
hours for those employees who work 80 hours a pay period. Employees who are not in the written stage or 
higher of a disciplinary process may be eligible for the equivalent of an additional five (5) days of leave for 
family illness in any one (1) calendar year. 
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5. Whenever the employee’s use of Sick Leave exceeds two (2) consecutive days, or three (3) non- 
consecutive days within a thirty (30) day period; or wherever any Sick Leave usage pattern suggests 
possible abuse, an employee may be required to furnish a verifiable doctor's certificate for all absences 
charged to Sick Leave utilizing the City's Medical Certification Form. 

 
6. A doctor's certification for Sick Leave must be on the Medical Certification Form and include the type of 
illness or injury treated; a statement that an employee is or was disabled and therefore unable to perform 
his or her duties; the inclusive dates or approximate duration of the stated illness or injury; the expected 
date the employee may return to work; and certify the employee as fit to return to work. The form used 
for this purpose is the City's Medical Certification Form. 

 
7.  The Human Resources Director may require an employee to be examined by a City-appointed 
physician at City expense to certify as to the employee's fitness for duty. 

 
8.  Employees absent from their duties in a Leave Without Pay (LWOP) status are not entitled to use Sick 
Leave. All employees requesting Sick Leave must be in a regular duty status or approved paid leave status 
(i.e., Annual Leave) before Sick Leave may be granted. 

 
9. Employees incurring an illness or incapacitating physical condition requiring an extended period of time 
away from work may request up to six months of Leave Without Pay with the written permission of the City 
Manager. A maximum of up to an additional six months may be granted if required. 

 
10.  Employees will not accrue Sick or Annual Leave, or have the City portion of their group medical, dental or 
life insurance paid while in a Leave Without Pay status. Employees may continue group medical, dental, and 
life insurance; however, by arranging with the Human Resources Department in advance for monthly 
payment of the full insurance premium during their absence in accordance with the terms of the current 
insurance policies. For purposes of merit increments and probationary periods, when employees return to a 
duty status, they will have to serve the remainder of these periods before a merit increment is granted or 
probationary period is considered complete. 
 
11. Employees are eligible to elect, during the first 30 days of their employment, how to receive 
compensation with respect to unused sick leave upon termination or employment if they have satisfied the 
criteria for “early retirement” or “normal retirement” (as defined by the City’s Pension Plan) at the time of 
termination. Such employees may elect to receive a cash payment or “credited service” under the Pension 
Plan.  An employee electing a cash payment will receive a payment equal to one-quarter of the product of 
(1) the number of days of unused sick leave at employment termination, multiplied by (2) the employee’s 
daily base salary rate at employment termination.  The cash payment will be made promptly upon 
termination of employment (regardless of when pension benefits begin) and will be subject to tax 
withholding. An employee electing “credited service” will receive full credit for unused sick leave as 
described in the Pension Plan.  If an employee does not make an election during the first 30 days of 
employment, the employee will receive “credited service”, not cash. 
 
Cash payment or “credited service” are provided only for employees who remain employed by the City 
until they are eligible for “early retirement” or “normal retirement” (as defined by the City’s Pension Plan). 
Employees who are eligible for “early retirement” or “normal retirement” upon termination of employment 
quality, even if they defer payment of their pension benefit. Employees who terminate employment before 
becoming eligible for “early retirement” or “normal retirement” will not receive cash or “credited service” 
with respect to unused sick leave. 

 

5.   Sick Leave Bank Leave 

 
Sick Leave Bank participation is available to all non-probationary regular employees by donating two days of 
accrued Sick Leave to the Sick Leave Bank each calendar year. Participating employees may apply for Sick 
Leave Bank Leave for certain long-term or catastrophic illnesses. Employees must exhaust all of their accrued 
Annual and Sick Leave and meet the appropriate waiting period before obtaining Sick Bank Leave. Employees 
who qualify may request up to a maximum of 90 cumulative work days of Sick Leave Bank Leave for any one 
illness or injury during a 12-month period. 

 
Eligibility 

 
All regular City employees who have successfully completed their initial probationary period are eligible to 
join the Sick Leave Bank and may be eligible to receive benefits as defined herein. 

 
Definitions 

 
Day: The number of hours an employee is scheduled to work on a normal workday. 
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Regular employees: Employees who have successfully completed their initial probationary period. 

 
Medical certification: That written certification on the City Medical Certification Form by an appropriate 
licensed physician which is required to consider a regular employee as eligible for Sick Leave Bank benefits. 
Such certification must include date(s) and time(s) of necessary absences; approximate date(s) of return; 
diagnosis; prognosis and nature of illness or injury. The physician's note must be certifiable by way of the 
physician's availability to discuss the contents of the note with the Human Resources Director. 

 
Serious illness or injury: An illness or injury which renders the employee unable to perform any work for 
an extended period of time as certified by a physician. 
 
 
Continuous leave: Leave which may be granted when an illness or injury requires an uninterrupted 
absence for purposes of medical treatments, surgery, or other necessary medical reason as certified by a 
physician. 

 
Intermittent leave: Leave which may be granted when an illness or injury requires intermittent absences 
for purposes of medical treatments, surgery, or other necessary medical reason as certified by a physician. 

 
Sick Leave Bank Board of Directors: The Board of Directors (the "Board") shall be composed of one 
representative of each of the employee groups including Association of Administrative and Municipal 
Employees (AAME), Fraternal Order of Police (FOP), and American Federation of State, County and Municipal 
Employees (AFSCME). The Board shall select its own Chairperson first from AAME, second from AFSCME, and 
third from FOP. If there is a vacancy on the Board, a new representative shall be appointed to represent the 
same group from which the vacancy occurred. 

 
Responsibilities 

 
Employee: Employees may join the Sick Leave Bank at their option. However, membership and 
contributions of leave are necessary in order to be eligible to receive any benefits. Employees must furnish 
required appropriate medical certification, in order to be eligible to receive Sick Leave Bank benefits. 

 
Human Resources Director: The Human Resources Director is responsible for verification of all medical 
documentation and authorization of such leave as appropriate to the Sick Bank Board of Directors and the 
City's Payroll Division. 

 
Board of Directors: The Board shall be wholly responsible for the proper, fair, and equal administration of 
the Bank; the maintenance of Sick Leave days in the Bank; the promotion of, enrollment in, or donations to 
the Bank; and the submission to the Bank participants of an annual report on the status of the Bank. 
The Board shall approve all donations before they are forwarded to the Payroll Division. Copies of all Sick 
Leave Bank donation and withdrawal forms shall be marked for approval or denial by the Board within ten 
(10) working days after such request is received. Decisions of the Board are final. 

 
Payroll Division: Payroll is responsible for ensuring that proper authorization for absences has been given 
by the Human Resources Director and that authorization for the payment of Sick Bank Leave has been given 
by the Sick Leave Bank Board of Directors. The Payroll Division will issue payment of such leave as is 
appropriate. 

 

 
Enrollment and Contributions 

 
Employees who successfully complete their probationary period shall have 30 days immediately following 
completion of the probationary period in which to join the Bank during non-open enrollment season. 
Enrollment is accomplished by completion of an enrollment and donation form through the Human Resources 
Department. If the employee fails to submit the required contribution form and leave donation within the 30 
days, that employee may not join until the next open enrollment season. It is the employee's responsibility 
to join the Bank during the 30-day period. Enrollment is required in order that an employee may be 
considered for benefits. 

 
1. Persons who enroll during the first eligible enrollment period shall be enrolled without regard 
to pre-existing conditions of health if they are on active duty at the time of contribution. 

 
2. Contributions must be made during the open season of each year to continue participation in 
the Bank. The effective date for Bank membership is January 1st for persons enrolling during open 
season. 
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3. Participants in the Bank must donate two days of accumulated Sick Leave to the Bank. This 
donation must be made by employees each calendar year to continue their participation in the 
Bank. 

 
4. Donations of Sick Leave will not be returned to the participants. Donations of Sick Leave will 
not be calculated for retirement benefits purposes. 

 
5. Eligible employees who do not elect to join the Bank at the first opportunity afforded to them 
(within 30 days after completion of their initial probationary period) will not be permitted to join 
until the subsequent annual open enrollment. A medical examination may be required, at the 
employee's expense, by the Board, prior to enrollment. 

 
Process 

 
Requesting Bank Use 

 
All requests to draw upon the Bank must be made by the employee on the City of Rockville Sick Leave Bank 
Withdrawal Form and submitted directly to the Sick Leave Bank Board of Directors. 

 
Authorization of a Request 

 
No request may be considered unless the employee has submitted acceptable medical documentation to the 
Human Resources Director to substantiate the absence and subsequently such absence has been authorized 
by the Human Resources Director to the Board and the City's Payroll Division. 

 
All requests to draw upon the Bank must therefore be accompanied by a confirmation from the City's Human 
Resources Department attesting to the requestor's inability to work status, based upon a physician's written 
certification on file in the Human Resources Department. In case Bank members requesting leave have been 
incapacitated, their application may be submitted to the Board by their family on their behalf or in the 
absence of family, by their supervisor. 

 
Resubmission Upon Denial 

 
Applications for the withdrawal of Bank leave denied by the Board may be resubmitted 30 calendar days 
from the date of denial. An applicant may submit additional information in support of the request. 

 

Limitations 
 
The Board reserves the right to set a limit, on a consistent basis, on the amount of leave granted to 
specific employees with ongoing serious illness or injury. 

 
No more than 30 cumulative working days shall be granted in any one grant, even though an 
individual applicant may receive multiple grants up to a total of 90 cumulative working days for any 
one illness or injury during a 12-month period. 

 
Participants may not use Sick Bank leave for regular or routine doctor's, dentist's, etc. visits. 

 

The Bank shall not be used by individuals disabled by a job injury or illness. Individuals shall not use leave 
from the Bank when they are receiving Income Protection Program benefits. 

 

The Bank shall not be used by employees under investigation, on suspension, or after dismissal. Provided, 
however, that the City Manager (or a designee) may review the circumstances and grant a waiver of this 
limitation for an employee who is under investigation or on suspension for good cause shown. The employee 
will provide all necessary documentation concerning the investigation or suspension as requested by the City 
Manager (or a designee). 

 

 
Requests for Extension 

 
Applicants may submit requests for extension of Bank leave grants before the prior grant expires up to but 
not more than the maximum 90 working day limit. 
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Conditions 

Members of the Bank must use all of their earned Sick and Annual Leave before qualifying for Bank leave. 

The first 30 cumulative working days of a serious injury or illness shall be covered by the employee's own 
Sick or Annual Leave or Leave Without Pay. 

 
Provided, however, the Sick Leave Bank Board may recommend a waiver of no more than 15 of the first 30 
cumulative working days in consideration of extenuating circumstances, as determined by the Board on a 
case-by-case basis. Such recommendation will be made to the Human Resources Director, who may approve 
or disapprove the request. 

 

Employees suffering a recurring illness or injury within a 12-month period will not be required to satisfy 
an additional 30-day waiting period. 

 
Employee Status During Period of Bank Use 

 
While drawing authorized leave from the Sick Bank, participants shall be considered on full pay 
status and shall be entitled to all other benefits provided all required contributions are made. While 
drawing Sick Bank leave, employees may accrue Annual and Sick Leave. 

 
Request for Intermittent Leave 

 
If a request is for other than consecutive days of Bank Leave for the same illness or injury, or a combination 
of consecutive and non-consecutive days, the physician's written certification must specifically note that the 
member must be absent from work at intermittent times for necessary medical reasons related to the 
serious illness or injury. The member will submit periodic physician's statements to the Human Resources 
Director, stating that continued intermittent medical care is necessary and is directly related to the illness or 
injury. 
The member will furnish all necessary documentation to substantiate the existence of the illness or injury 
and/or the need for intermittent absences for treatment to the Human Resources Director, who will 
authorize such absences to the Board and the City's Payroll Division. Intermittent leave includes a 
temporary part-time 
work status as certified by a physician to be medically necessary and directly related to the serious illness 
or injury. 

 

Requests for intermittent leave, including part-time work status, shall be reviewed on a case-by-case basis 
as circumstances require. 

 
Return to Work 

 
Return to work by an employee cancels any unused Bank leave unless the leave has been granted 
for intermittent absences. 

 
Members of the Bank who return to work after an extended illness or injury will automatically be enrolled in 
the Bank until the next open season. A returning member of the Bank must make the necessary 
contribution of Sick Leave during the next open season in order to continue membership in the Sick Leave 
Bank. 

 
After an extended illness or injury, members who return to work during or after open enrollment season, who 
do not have sufficient Sick Leave to contribute for membership, may fill out the required contribution form 
and submit it to the Human Resources Department; however, employees' membership in the Bank will not be 
activated until the required contribution of Sick Leave has been made. If employees do not make the required 
contribution within four months from the date of their return, enrollment will be terminated and they 
will not be eligible to join until the next open enrollment season. It is the employee's responsibility to notify 
the Payroll Division in writing when the necessary Sick Leave has been accrued. Failure to notify the Payroll 
Division will result in termination of membership until the next open season. 

 
Termination of Eligibility 

 
A member shall lose the right to utilize the benefits of the Bank by: 

 
1. Termination of employment with the City of Rockville. 
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2. Failure to continue regular contributions at the beginning of each bank year, which is the first of 
January. 

 
3. Failure to make such additional contributions as may be required from time-to-time by the 
Board to prevent bankruptcy of the Bank. 

 
4. Failure to provide, within a reasonable time, any documentation required by the Board.  
 

Maintenance of the Bank 

 
Bank Balance 

 
Should the amount of donated leave in the Bank pool fall below thirty (30) days, the City may contribute 
the unused leave of those participating employees who left City employment during the past year but did 
not retire. The City's donation shall not exceed sixty (60) days and will be limited to once per fiscal year. 

 
 
Should the Bank be terminated due to non-participation, insufficient participation, or any other reason, 
the days remaining in the Bank shall be returned to the then-current members of the Bank 
proportionately. 

 
Records 

 
Donation and withdrawal forms can be obtained from the Human Resources Department. The Human 
Resources Department is responsible for maintaining the records of all applications for donations, all 
applications for withdrawals of sick days, and accompanying medical information. The Human 
Resources Director and designee are authorized to review and maintain medical information. 

 
The City of Rockville Payroll Division is responsible for maintaining records of all Bank participants as well 
as their contributions and withdrawals, and the status of the Bank. 

 
The Payroll Division shall provide information to the Board, upon request, on any data it has maintained in 
its files with regard to an individual member's use of or investment in the Bank, or on an applicant's earned 
leave balances. All information obtained shall be kept confidential and exclusively for the use of the Board. 

 
The existence of the Bank and participation by an employee does not negate or eliminate any other Sick 
Leave policies of the City of Rockville, nor does it in any way negate the rights of individuals who participate 
in the Bank or other Sick Leave benefits. 

 
6.  Military Leave 

 
Inactive Duty: All employees who are members of any United States Military Reserve or National Guard 
Unit shall be entitled to leave of absence from their respective duties, without loss of pay, time, or 
reduction in efficiency rating. This entitlement will apply for all days during which they shall be engaged in 
field or coast defense or other training ordered or authorized under any law of the United States, during 
such time as they are on annual inactive duty training, for a period not to exceed 15 working days in any 
calendar year. 

 
Active Duty: Any regular employee who is a member of the United States Military Reserve or National 
Guard Unit ordered to active duty, shall be entitled to Leave Without Pay for such time while actually serving 
under such active duty order. Upon return from military service, employees are eligible for certain rights and 
privileges of employment provided for them under the Uniformed Services Employment and Reemployment 
Rights Act (“USERRA”). 

 
NOTE: For information regarding the placement of a regular employee in an active non-work status when 
called to duty on active military service during a National Emergency or under Presidential Authority, see the 
Policy and Procedure on Military Furlough (PPP# 170-00 & 170-10). 

 
Requesting Military Leave 

 
1. An employee wishing to take Military Leave must submit a Leave Request Form in advance of such Military 
Leave, to the Department Director through his or her immediate supervisor. The form will indicate the specific 
days for which the leave is requested and will be signed by the employee. One copy of the official orders 
requiring the employee to report for training and/or active duty will be attached to each of the two (2) copies 
of the form. 
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2. The supervisor reviews the form and attached copy of orders, and after ensuring correctness, initials the 
two copies of the memorandum indicating his or her review and approval, before forwarding the request to 
the Department Director. 

 

3. Upon receipt, the Department Director reviews the request and, if appropriate, indicates his or her 
approval on the two copies of the form. Following this action, the Department Director forwards the request 
to the Human Resources Director. 

 
4. Upon receipt of the request, the Human Resources Director indicates approval, if appropriate, on the two 
copies of the form. The Human Resources Director then forwards one copy of the approved form to the 
Payroll Division and files the other copy, together with the copy of the orders, in the employee's personnel 
folder. 

 
5. The Payroll Division will maintain the approved copy of the request on file and continue to pay the 
employee on such Military Leave his or her regular wages. 

 
7.  Jury Duty Leave 

 
An employee who is required to serve as a juror in a court proceeding is allowed the time needed for such 
service without charge to their accrued leave and is paid his or her regular salary. 

 
Requesting Jury Duty Leave 

 
1. An employee summoned as a juror in court will submit to his or her supervisor, as soon as 
possible, a Request for Leave Form and a copy of the court document requesting the employee's 
participation as a juror. 

 
2. The supervisor forwards the original and duplicate of the Leave Request Form to the Department 
Director. 

 
3. The Department Director then reviews, verifies and forwards the form to the Payroll Division and 
forwards a copy to the Human Resources Director. 

 
4. The Human Resources Director maintains a copy of the form and court document in the 
employee's personnel file. 

 
Conditions 

 
An employee who reports for jury duty and who is dismissed is expected to report for duty for the rest of the 
working day. An employee is also to report on any workday when the court is not scheduled or is cancelled. 

 
Failure of the employee to comply with this Procedure and to verify attendance in court for all days charged 
to Jury Duty Leave will result in the employee being docked for all time previously paid Jury Duty Leave 
which has not been documented. 

 

Pay 

 
The Payroll Division will pay employees serving as juror their regular pay on the basis of having received a 
proper and timely request for Jury Duty Leave. All court expenses are to be kept by the employee. 

 
Requesting Temporary Deferment for Jury Duty 

 
Jury Duty is a civic duty and all employees are strongly encouraged to fulfill their obligation in this respect. 
However, when the current workload of a division or department will not permit an absence for jury duty, the 
following procedure is employed. 

 
1. The employee notifies the supervisor of the receipt of the summons by a Leave Request Form with 
a copy of the summons attached. 

 
2. The supervisor prepares a memorandum for the Department Director's signature to the Human 
Resources Director, giving reasons why a temporary deferment is necessary. A copy of the summons 
will be attached to this memorandum. 
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3. The Human Resources Director then may request a temporary deferment from the court on behalf 
of the Department if the deferment is deemed to be justified. 

 
The final decision for the deferral, however, rests with the court. 

 

8.  Leave Without Pay 
 
This section excludes Leave Without Pay for Family and Medical Leave (PPP# 120-75). 

 
Guidelines 

 
1.   Leave Without Pay may be granted to regular full-time or regular part-time employees provided that 

all other leave has been exhausted. However, Leave Without Pay for employees in a probationary 
status shall only be granted for bonafide medical reasons. The length of probation will be extended on 
a day-for-day basis. 

 
2.   The duration of the leave must be approved by the City Manager. The employee must return to his 

or her position immediately after the leave expires, unless: (1) the position has been filled by a 
regular appointment; or (2) the City Manager determines there is no need for the employee's 
service. Failure to report for duty within the prescribed time will be considered as a resignation from 
the City. 

 
3.   Leave Without Pay may be authorized for not more than one year cumulatively for each employee. 

 
4.   Leave Without Pay is counted as service time lost for the purpose of determining the rate of 

accrual for Annual Leave, and will not count as experience for promotional purposes. 

 
Requesting and Granting Leave Without Pay for 14 Calendar Days or Fewer 

 
1. Employees complete and sign a Request for Leave Form and submit it to their immediate supervisor at 
least one week prior to the start of the requested leave, indicating the reason for the request and the time 
required. However, exception may be granted in emergency situations and the paper work completed 
retroactively with a memo. 

 
2. The immediate supervisor approves or disapproves the request, as may be appropriate, notifies the 
employee of the decision, indicates approval or disapproval in the explanation section on the Leave Request 
Form. The immediate supervisor then signs and forwards the completed form, along with the time sheet 
indicating the Leave Without Pay, to the Payroll Division. 

 

 
Requesting and Granting Leave Without Pay for 15-30 Calendar Days 

 
1. The employee completes and signs a Request for Leave Form and submits it to his or her immediate 
supervisor at least one week prior to the start of the requested leave, indicating the reason for the 
request and the time required. 

 
2. The immediate supervisor approves or disapproves the request, as may be appropriate, and notifies the 
employee of the decision. If approved, the immediate supervisor requests, by memorandum to the 
Department Director, that the employee's request for leave be approved. The memorandum will include 
the dates of the requested leave as well as the reason. 

 
3. The Department Director indicates approval or disapproval on the memorandum in the space which will 
be provided for this purpose and returns it to the immediate supervisor. 

 
4. If the leave is approved, the immediate supervisor signs the Request for Leave and forwards it to the 
Payroll Division. 

Requesting and Granting Leave Without Pay for Over 30 Calendar Days 

 
1. Follow steps 1, 2, and 3 as described in the section entitled "Requesting and Granting Leave Without 
Pay for 15-30 Calendar Days." 
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2. The Department Director indicates concurrence or non-concurrence on the memorandum in the space 
to be provided for this purpose and forwards the memorandum to the Human Resources Director for 
review. 

 
3. The Human Resources Director indicates approval or disapproval on the memorandum in the 
space to be provided for this purpose, then returns the memorandum to the appropriate supervisor 
through the Department Director concerned. 

 
4. The immediate supervisor notifies the employee of the decision. If the leave is approved, the 
employee and immediate supervisor each sign the Request for Leave Form and forward it to the Payroll 
Division. If approved, the Human Resources Department will generate an action paper removing the 
employee from active status. 

 
5.  An employee granted a Leave Without Pay or an employee in a non-pay status in excess of 30 calendar 
days may be separated from City service and replaced, and if replaced, has no job retention rights. There is, 
however, an exception to this rule under Family and Medical Leave (PPP# 120-75). 

 
Unreported/Unexcused Leave of Absence 

 
Any Leave Without Pay taken that has not been properly requested and approved is considered 
unexcused and will be subject to disciplinary action. 

 
Unreported or unexcused leave of absence for three or more consecutive work days is considered 
job abandonment and will result in immediate dismissal. 

 

Effect on Leave, Benefits, Pay and Employment 
 
Employees will not accrue Sick or Annual Leave, or have the City portion of their group medical, dental or 
life insurance paid while in a Leave Without Pay status. Employees may continue group medical, dental, 
and life insurance; however, by arranging with the Human Resources Department in advance for monthly 
payment of the full insurance premium during their absence in accordance with the terms of the current 
insurance policies. For purposes of salary increments and probationary periods, when employees return 
to a duty status, they will have to serve the remainder of these periods before a salary increment is 
granted or probationary period is considered complete. 

 

Prior credited service shall not be forfeited if an employee is granted a Leave Without Pay. An employee on 
Leave Without Pay for less than thirty (30) calendar days shall not lose any accrued leave, credited 
service, or seniority. 

 

Leave Without Pay does not guarantee the employee a job upon expiration of the leave, but it does 
ensure their eligibility to return to work, should another position become available for which the employee 
is qualified. 

 
Recording Leave Without Pay 

 
The supervisor will record for attendance reporting purposes all Leave Without Pay, including dates 
and times, for all employees as appropriate on the Leave Request Form. 

 
9.  Family and Medical Leave 

 
Employees may use any combination of Annual Leave, Compensatory Time, or Family and Medical Leave for 
the birth or adoption of a child, to care for themselves or any family member, to care for covered military 
service members, and to deal with qualifying circumstances arising out of the fact that a covered family 
member is on active duty or has been called up to duty. In addition, Sick Leave also may be used for the 
care of a dependent child, spouse, or parent suffering from illness or injury for up to a maximum of five 
days per year. 

All requests for Family and Medical Leave should be made in accordance with the policy and procedure set 
forth below. Up to 12 weeks of Family and Medical Leave may be granted in a 12-month period, except in the 
case of leave to care for a covered service member, where up to 26 weeks of leave may be used in a         
12-month period. All FMLA leave may be conditioned on presentation of acceptable documentation. 
Employees must exhaust all other forms of appropriate paid leave prior to using unpaid leave for Family and 
Medical Leave reasons. 
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Eligibility 

 
All regular full-time and part-time benefit eligible employees may apply for Family or Medical Leave 
provided they have been employed for at least 12 months before the leave request and provided they have 
worked at least 1,250 hours during the 12-month period preceding commencement of the leave. Hours 
worked is the time for which an employee is entitled to compensation under the Fair Labor Standards Act. 

 
Employees who do not meet these requirements but need leave may apply for a Leave Without Pay or 
for other leaves in accordance with the Policy on Leave (PPP# 120-00). 

 
Conditions 

 
Prior to granting any unpaid Family and Medical Leave, employees must use all accrued annual and 
compensatory time or, for personal medical illness supported by medical documentation, Sick Leave, or, for 
a family member’s illness, Family Sick Leave as defined in the Procedures governing such use of these 
leaves (PPP# 120-00). 

 
Definitions 

 
Son or Daughter - Any person who is under 18 years old or any person 18 years old or older who is 
incapable of self-care because of a mental or physical disability if the person's relationship to the employee 
is that of: 

 

 
• a biological, adopted, or foster child; 

• a stepchild; 

• a legal ward; or 

• a child of a person standing in the place of a parent. 
 

 
Parent - A parent is the biological parent of an employee or an individual who stood in the place of a parent 
to an employee when the employee was a son or daughter. 

 
Spouse - A husband or wife. 

 
Serious Health Condition - An illness, injury, impairment, or physical or mental condition that involves 
either: 

1. inpatient care in a hospital, hospice, or residential medical care facility; or 

2. continuing treatment by a health care provider. 

 
Health Care Provider - A licensed doctor of medicine or osteopathy, or any other person determined by the 
Secretary of Labor to be capable of providing health care services. 

 
Employment Benefits - Refers to all benefits provided or made available to employees by an employer 
including group life insurance, health insurance, disability insurance, paid leaves, educational benefits, and 
pensions. 

 
Reduced Leave Schedule - Refers to a leave schedule that reduces the usual number of hours per 
workweek, or hours per workday, of an employee. 

 
Covered Service Member – Refers to a member of the armed forces (including a member of the National 
Guard or reserves) (a) who is on the temporary disability retired list; (b) who is undergoing medical 
treatment, recuperation, or therapy for a serious illness or injury; (c) who is assigned to a military medical 
treatment facility as an outpatient or is otherwise receiving outpatient care at a unit established for members 
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of the armed forces; or (d) who is a veteran released or discharged (for any reason other than dishonorable) 
during the five year period prior to the first date of leave and is undergoing medical treatment, recuperation, 
or therapy for a serious injury or illness. 

 
Qualifying Exigency Leave- family members of covered service members called to active duty may take 
leave for one or more of the following qualifying exigencies: (1) to address any issues which arise from the 
member learning of a call or order to duty seven or less calendar days prior to deployment; (2) to attend 
military events or sponsored family support programs; (3) to arrange for alternative childcare or school 
attendance, attend childcare or school meetings, or provide childcare on an urgent immediate need basis 
when necessitated by the call to duty; (4) to make or update financial and legal arrangements to address 
the military member’s absence, or to serve as the military member’s representative in obtaining, arranging 
or appealing military service benefits; (5) to attend counseling (not provided by a health care provider) for 
oneself, the military member, or child of the military member; (6) to spend time (up to 5 days of leave for 
each instance) with a military member on temporary rest and recuperation leave; (7) to attend post- 
deployment activities, and (8) any other events which employer and employee agree arise out of the 
military member’s call to duty, qualify as an exigency, and agree as to the timing and duration of leave. 

 
Leave Benefits 

 
Eligible employees are entitled to a total of 12 workweeks of leave during any 12-month period when leave is 
taken for one or more of the following circumstances: 

 
1. the birth of a son or daughter of an employee and to care for the child; 

 
2. the placement of a son or daughter with an employee for adoption or foster care; 

 
3. to care for the spouse, son, daughter, or parent of an employee, if the family member has a 
serious health condition; 

 
4. an employee is unable to perform the functions of the position because of the employee's own 
serious health condition; or 

 

5. non-medical exigencies arising out of the fact that the employee’s spouse, son, daughter, or 
parent is on active duty or on call to active duty status (Qualifying Exigency Leave). 

 
Additionally, an eligible employee may take up to twenty six (26) workweeks of leave during a single 
twelve month period to care for a covered service member with a serious injury or illness incurred in the 
line of duty who is a spouse, son, daughter, parent, or kin to the employee (military caregiver leave). 

 

The right to leave for the birth or placement of a son or daughter expires 12 months after the birth 
or placement. 

 
Employees may take other forms of leave as may be authorized to them beyond the initial 12 or 26 
week- week period, in accordance with the policies covering the use of such leave. 

 
If both spouses are working employees of the City, their total leave in any 12-month period is limited to 
12 weeks if the leave is taken for the birth or adoption of a child or to care for a sick parent. 

 
Intermittent or Reduced Schedule Leave 

 
Intermittent or reduced schedule leave can be taken in cases of a serious health condition, either 
an employee's own or that of a family member, when medically necessary. 

 
Leave taken for the birth or placement of a son or daughter cannot be taken intermittently or on a 
reduced leave schedule unless specifically agreed to by the City Manager or designee. 
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Employees may be required to transfer temporarily to an available alternative position if: 
 

 
• the employee is qualified for the alternative position; 

 
• the position has equivalent pay and benefits; and 

 
• the alternative position better accommodates recurring periods of leave than the 

employee's regular position. 
 

 
Notice 

 
Eligible employees must provide their immediate supervisor with 30 days advance notice of intent to take 
leave for foreseeable events such as the expected birth or placement of a son or daughter or planned 
medical treatments. When circumstances require a leave to begin in less than 30 days, the employee 
must give as much notice as is practicable. In accordance with the Family and Medical Leave Act, 
employees are obligated to make a reasonable effort to schedule medical treatment so as not to unduly 
disrupt the employer's operation. 

 
Requesting Leave 

 
Employees who anticipate an extended leave for any of the reasons listed within this Procedure should, 
whenever possible, prepare a memorandum to their immediate supervisor requesting the leave. If 
impossible to request the leave in advance by memorandum, the employee or representative, if necessary, 
should contact the immediate supervisor by phone. In this case, the immediate supervisor must complete 
the memorandum. 

 
The memorandum should provide for authorization by the Department Director and the Human 
Resources Director. It should include the reason for the request and the anticipated dates of leave. The 
employee (or representative) must provide appropriate certification. At the time of request, the Human 
Resources Department will notify the employee as to what constitutes appropriate certification for the 
leave. 

 
After all approvals have been obtained, the Human Resources Department will notify the employee that 
leave has been approved. A copy of the approved leave memorandum will be forwarded to the Payroll 
Department along with an action paper effecting the change in status. Leave may only be denied with the 
concurrence of the Human Resources Director. 

 
Submitting Time and Documentation 

 
Immediate supervisors will submit time in accordance with current payroll practices. The immediate 
supervisor, the Human Resources Department, and the Payroll Division will work together to determine 
appropriate leave to be submitted. Sick Leave may only be used when appropriate medical documentation has 
been submitted to and verified by the Human Resources Director. Family Sick Leave may be used in 
accordance with PPP# 120-30. Annual Leave should be used for other approved requests and when no other 
form of appropriate paid leave is available. 

 
When an employee has used all forms of approved paid leave, and has not completed the 12 or 26 
week period, the remaining leave should be submitted as excused Leave Without Pay. 

 
Initial and ongoing certification for approved leaves should be submitted to the immediate supervisor and 
forwarded to the Human Resources Director. Certifications will be kept confidential and will not be made 
part of the employee's personnel file. 

 

Certification 
 

 
Employees are required to provide appropriate certification for the leave request. Medical certification should 
include, but may not be limited to, the date the condition began, its probable duration, appropriate medical 
facts, and an assertion that the employee is unable to perform the job functions or is needed to care for a 
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sick family member for a specified period of time. The City's Medical Certification Form is to be used for this 
purpose. 

 
Other certifications may be required depending on the reason for which the leave is requested. All 
such certifications will be required in accordance with the City's policy on leave usage (PPP# 120-00) 
and the Family and Medical Leave Act of 1993 with amendments. 

 
Certification must be provided for the entire period of leave. The City may require the employee on leave 
to report periodically on their status and intention to return to work. 

 
Effect on Employment and Benefits 

 

 
Eligible employees returning from Family and Medical Leave will be returned to the position that they 
held when they went on leave or an equivalent position with equivalent benefits, pay, and other terms 
and conditions of employment. 

 
Eligible employees retain all accrued benefits while on leave. However, employees are not entitled to accrue 
seniority or other employment benefits (including credited service toward pension) during any unpaid period 
of leave. 

 
Employees will be entitled to continue their health, dental, life, and other benefits while on an 
approved leave, provided they continue to pay their portion of the cost of the benefit. 

 
Return to Work 

 
Employees returning to work after an approved medical leave must provide appropriate documentation 
that they are able to resume their position. 

 
Employees unable to return to work after the expiration of their approved leave will be eligible to apply 
for benefits under any other existing City of Rockville leave policy. Should leave not be available or not 
be granted under any other policy, their employment relationship will be terminated. 

 
Employees unable or unwilling to return to work after the expiration of their approved leave are required 
to reimburse the City of Rockville the cost of maintaining their benefits coverage during the period of 
unpaid leave if: 

 
1.  the employee fails to return from leave after entitlement has expired; and 

 
2.  the employee fails to return to work for a reason other than: 

 

a. the continuation, recurrence, or onset of a serious health condition that would entitle the employee 
to leave, or 

 
b. other circumstances beyond the employee's control. 

 
Employees may be required to support their claims of inability to return to work because of the above 
conditions. In such cases, employees must provide, in a timely manner, certification from the appropriate 
health care provider. 

 
Employees who are among the highest paid 10 percent of eligible employees may be denied restoration to 
their prior or an equivalent position in accordance with the Family and Medical Leave Act of 1993. This may 
occur when: it is necessary to prevent substantial and grievous economic injury to the City's operation; when 
they have been notified at the time the City determines injury would occur that the City intends to deny 
restoration; and, in the case of an employee already on leave, the employee elects not to return to work 
after being notified of the City's decision. 

 
Failure to return to duty immediately after the leave expires (unless other arrangements have been made in 
advance) will be considered a resignation from the City. 
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The immediate supervisor is responsible for notifying the Human Resources Department that an employee 
has returned or is not returning from leave. Once notified, the Human Resources Department will prepare an 
appropriate action paper. 

 

 
10.  Official Leave 

 
An employee may be granted Official Leave for such purposes as attendance at conferences, meetings, 
conventions, or other reasons which are considered by the City Manager or designee to be in the best 
interest of the City. While on Official Leave, employees are paid their regular salary. 

 

Leave Request Form 
 
All Official Leave should be requested on a Leave Request Form. 

 
Union Conferences 

 
1. An employee designated as a delegate to regularly scheduled conferences and conventions of unions and 
associations recognized as bargaining agents by the City may be granted Official Leave to attend such 
meetings. 

 
2. No more than two employees in each union or association will be granted this form of Official Leave at 
any one time. 

 
3. No employee will be granted this form of Official Leave more than once in a calendar year. 

 
4. No expenses of the employee's attendance on union business are authorized to be paid for by the City. 

 
5. Official Leave to attend union conferences must be requested through the Department Director to the 
Human Resources Director in writing and in advance. If the Human Resources Director approves, a copy 
of the approved request will be sent to the appropriate Department Director and to the Payroll Division. 

 
Requesting Official Leave with No Expenses 

 
1. The employee's supervisor will request Official Leave (other than for union conferences) for the employee 
by preparing a memorandum, in duplicate, addressed to the Department Director concerned. This 
memorandum will state why the leave is requested, the time, inclusive dates, and all other pertinent 
information which serves as the basis for the request. 

 
2. The Department Director concerned will then: 

a. Approve or deny the request. 
 

b. Retain the copy for the personnel file. 
 

c. Return the original to the supervisor for return to the employee. 

 
3. The supervisor then notifies the employee of the results of the request, and, if it has been 
approved, notifies the Payroll Division of the applicable dates. 

 

Recording Leave 
 

The Payroll Division will record Official Leave for all employees as appropriate. 

 
11.  Bereavement Leave 

 
Regular employees shall be entitled to a three-day leave of absence with pay for a death in the employee's 
immediate family. The immediate family includes spouse, child, sibling, parent, parent-in-law, foster parent, 
grandparent, and grandchild, sister-in-law, brother-in-law, aunt, uncle and foster child. It may also include 
other family unit members, related or non-related, with the authorization of the Human Resources Director. 
Such leave will be granted at the request of the employee, subject to valid proof, for the period including 
the date of death and the day after the burial. An employee who requires more time off because of distant 
travel or other extraordinary circumstances may be granted one (1) additional day leave of absence with 
pay by the Human Resources Director. 
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Employees may be granted one (1) working day off with pay for the death of other close extended 
family members, either related or non-related. 

 
Employees represented by AFSCME Local 1453 shall receive Bereavement Leave in accordance with 
the terms of the Collective Bargaining Agreement. 

 
Requesting Bereavement Leave 

 

 
1. The employee, upon learning of the death of a relative, notifies the immediate supervisor of his or 
her current or intended absence, indicating the relationship of the deceased. For this purpose, the 
Request for Leave Form will be used. Use of Bereavement Leave is limited to the relatives set forth in 
the Policy on Leave (PPP# 120-00). 

 
2. The supervisor notifies the Payroll Division of the Bereavement Leave, which is to be granted 
for bereavement, by sending a copy of the signed and completed leave slip to them. 

 
Recording Bereavement Leave 

 
The supervisor will record Bereavement Leave for an employee as appropriate. 

 

12.  Job-Injury Leave 
 
Eligibility 

 
Job-Injury Leave is a benefit offered to all regular City employees. Non-regular City employees are 
not eligible for this benefit. 

 
Job-Injury Leave with pay is granted upon certification by the City's Workers Compensation Insurer and/or 
physician(s) that employees are unable to perform the duties of their jobs and that the incident is 
compensable in accordance with Workers' Compensation for the State of Maryland. 

 
New regular employees are eligible from the first day at work. There is no waiting period for eligibility. 
However, employees must use Sick Leave, Annual Leave, or Leave Without Pay for the first three days of 
the injury. 

 
Nothing in this policy or procedure will prohibit the City and an eligible employee from reaching a 
mutually agreeable settlement in lieu of the leave benefit described herein. 

 

 
Payment 

 
In the event an employee sustains a compensable injury or illness rendering them totally disabled while on 
the job, they shall, after three (3) days of absence, receive their regular base rate of pay (not to exceed forty 
(40) hours per week), less any worker's compensation payments during the period of temporary total 
disability. If an employee is out of work for more than fourteen (14) days due to a compensable injury, the 
City will recredit two (2) days of leave used by an employee during the initial three (3) day waiting period. 
This will occur after the City's Workers’ Compensation Insurer has reimbursed the City for this period. 

 
Should the time off not be authorized by the City's Claim Service and/or physician in accordance with 
Workers' Compensation Laws of the State of Maryland, any payment received by the employee for such time 
off shall be charged against available leave. If no accrued leave is available, it may be charged as Leave 
Without Pay. Leave used for approved on-the-job injuries during the first three days will be adjusted at a rate 
of 66 2/3 percent for leave used for disabilities when the disability exceeds fourteen (14) days. 

 
Authorized Job-Injury Leave is payable through the earlier of maximum recovery or two years from the date 
of injury/illness. Absences for Job-Injury Leave must be authorized solely by the City's Claim Service and/or 
physician. When Job-Injury Leave stops, the disabled individual may continue to be compensated in 
accordance with the Workers' Compensation Laws of the State of Maryland and the City's Income Protection 
Program. 

 

Job-Injury Leave and Workers’ Compensation Reporting Process 
 
1. Employees must immediately report any injury or illness or recurrence of an injury or illness incurred 
on the job to their immediate supervisor. 
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a. Employees will notify their immediate supervisor of the details concerning the injury or illness, 
unless they are incapacitated, immediately after the injury or onset of illness. Employees must 
provide appropriate, acceptable and verifiable medical documentation for any lost time as soon as 
possible. 

 
b. Employees will secure appropriate medical treatment as soon as possible after the injury for their 
workers' compensation claim. Employees may use the medical facility of their choice for seeking 
treatment for a compensable workers' compensation injury/illness. 

 
c. Both Job-Injury Leave and associated medical bills will only be paid after confirmation by the City's 
Claims Service and/or physician that the incident is compensable in accordance with Workers' 
Compensation Laws in the State of Maryland. Employees can use their health insurance plan to 
ensure that medical bills are covered. 

 
d. Failure of an employee to follow this policy and procedure or any directives or requests 
concerning Job-Injury Leave may result in forfeiture of benefits and appropriate forms of 
disciplinary action, up to and including dismissal. 

 
2. The supervisor will gather information regarding the occurrence of the injury or illness and fill out an 
appropriate claim form. In the case of a serious injury or illness which either results in a fatality or requires 
transport or admission to an emergency facility, the Human Resources Department should be notified 
immediately. 

 
a. A copy of the appropriate claim form is to be kept by the immediate supervisor, and all other 
copies forwarded to the Human Resources Department within one working day of the date of the 
accident. Appropriate claim forms should be typed or printed to ensure that all copies of the report 
are legible. 

 
b. In the case of a recurrence of a job-related injury or illness, the supervisor will send a second 
claim form within one working day of the recurrence to the Human Resources Department. 

 
3. The Human Resources Department will review and process the report. The Human Resources 
Department will verify the nature and extent of the injury through the City’s claim service and/or 
physician. The Human Resources Department will process the workers’ compensation claim with the 
Claims Service along with all supporting documents and relevant history, and will authorize the Job-Injury 
Leave as appropriate. 

 

 
a. If an employee is denied Job-Injury Leave and is later awarded workers’ compensation for 
temporary total disability for that time period, the City will credit Job-Injury Leave for the disputed 
time, minus any workers’ compensation payments, subject to the leave maximum. Any Annual or 
Sick Leave used will then be credited back to the employee. 

 
4. Approval for Job-Injury Leave will continue based upon compensability determined by the City’s Workers’ 
Compensation Insurer and/or physician until the Workers’ Compensation Commission denies the claim or the 
employee reaches the maximum period, as described in the policy. 

 
5. The Workers Compensation Insurer will send the Workers’ Compensation Employee form to employees to 
be completed. The Workers Compensation Insurer will assign the employees a claim number and will 
coordinate all medical and temporary total Workers’ Compensation payments. 

 
6. Employees must provide current medical evaluations on the City’s Medical Certification Form throughout 
the duration of the absence. Employees are responsible for ensuring that documentation of work restrictions 
or inability to work is submitted to the Human Resources Department through their supervisors. 

 
a. No Job-Injury Leave payment will be made without approval from the City’s Workers’ 
Compensation Insurer. In the event that the period of excused absence (as indicated on the City's 
Medical Certification form) has expired and no further documentation is received within three days of 
the expiration date, Job-Injury Leave will be terminated until verifiable documentation is received 
and approval is obtained by the City's Workers’ Compensation Insurer and/or physician. Copies of all 

documentation must be forwarded to the Human Resources Department upon receipt. 
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7. The Human Resources Department will periodically review the employee's status while on Job Injury 
Leave. As part of this review, the Human Resources Department may request additional medical evaluations 
and City Workers’ Compensation Insurer and/or physician's certifications. 

 
a. The employee must submit to medical evaluations as requested by the City to receive Job-Injury 
Leave payments. Failure to submit to medical evaluations or otherwise comply with the Policy and 
Procedure on Job-Injury Leave may result in forfeiture of such Leave and disciplinary action. 

 
8. After evaluation of an employee's status, the Human Resources Department will advise the employee's 
Department Director, supervisor, or designee that the employee can: 

 
a. return to work; or 

 
b. perform alternate work duties as certified by the City’s Workers’ Compensation Insurer and/or 

physician; or 
 

(1) The Department Director will assign alternate duty work, if available, in existing 
budgeted positions. 

 
(2) Payments of Job-Injury Leave will stop upon the offer and availability of alternate 

duty work that the City’s Workers’ Compensation Insurer and/or physician certifies the 
individual is capable of performing. 

 
(3) While performing alternate work duties, the employee’s condition will be monitored by 

the Human Resources Department through the City’s Workers’ Compensation Insurer 
and/or physician’s statement and/or Medical Certification forms; or 

 
c. cannot return to work at that time. If so, there will be an estimation of when the employee 

will be able to return to work; or 
 

d. cannot return to work at any time and is determined to be at maximum recovery. 
 
9. Employees receiving Job-Injury Leave payments are responsible for: 

 
a. following all doctor’s orders including any treatment plans prescribed during their recovery; 

 
b. being available to the City during normal working hours, unless alternate leave has 

been approved for personal business; 

 
c. accepting any alternate duty offered, provided it is within the medical limitations authorized 

by the City’s Workers’ Compensation Insurer and/or physician; 
 

d. signing over to the City all Workers’ Compensation payments for periods of time covered by 
Job-Injury Leave. 

 
e. complying with all policies, procedures and directions concerning Job-Injury Leave. 

 

10. Employees on Job Injury Leave will remain responsible for their share of benefit premium 
payments. Regular benefit and other deductions will continue to be made while an employee is receiving 
Job-Injury Leave payments. While an employee is receiving Job-Injury Leave payments, no Annual or Sick 
Leave will accrue. All paid time on Job-Injury Leave will count as time worked for purposes of service 
awards and benefit calculations only. 

 

Recording and Processing Job-Injury Leave 
 
1. The supervisor will record time spent on Job-Injury Leave by an employee as directed by the Payroll 
Division, up to the maximum permitted by the Job-Injury Leave Policy. 

 
2. The Payroll Division will ensure through that the maximum Job-Injury Leave is not exceeded and that 
all benefit accruals and payments are proper based on this Policy and Procedure. 

 
3.  The Payroll Division will verify all Job-Injury Leave requested with the Human Resources Department to 
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ensure that appropriate medical documentation has been received and that the Job-Injury Leave is 
authorized. 

 
4.  At the end of each calendar year, the Payroll Division is responsible for adjusting the taxable wages of all 
employees who received Job-Injury Leave and who signed their workers' compensation payments over to 
the City. These employees' year-end W-2's will reflect the adjusted taxable income based on the amount of 
non- taxable workers' compensation payments received during that calendar year. 

 
13.  Off-The-Job-Injury/Illness Leave 

 
Regular employees sustaining injuries or illnesses off-the-job, after completing one year and one day of 
service, may be eligible for Off-the-Job Injury/Illness Leave. Off-the-Job Injury/Illness Leave is equal to 
an employee's regular base rate of pay in effect at the time of the injury or illness and is payable after a 
six month initial waiting period to the earlier of the employee's maximum recovery or two years from the 
date of injury/illness. Eligibility for Off-the-Job Injury/Illness Leave is also contingent upon the criteria 
that employees cannot perform their job, there is a lack of alternate duty work and that the individual is 
unable to work with or without reasonable accommodations. All Off-the-Job Injury/Illness Leave is 
reduced by Social Security or legal settlements related to the injury/illness and may be reduced by 
outside earnings. 

 
During the initial six month period, employees must use their accrued Sick or Annual Leave or request 
Family and Medical Leave Without Pay or general Leave Without Pay as may be appropriate as defined by 
the policies and procedures specific to these forms of leave. Employees who are members of the Sick 
Leave Bank may apply for additional Sick Leave through the Sick Leave Bank. All leave is subject to 
appropriate, acceptable medical certification on the City's Medical Certification form. The City reserves the 
right to verify all medical certifications and/or refer an employee for an independent medical evaluation. 
Where a difference of opinion exists, the City shall be guided by the independent medical evaluation. 

 
Employees who continue to be unable to perform their duties may be entitled to Off-the-Job Injury/Illness 
Leave after the initial six month period. Between six months and the earlier of two years or maximum 
recovery, medical certifications continue to be required and alternate duty assignments or reasonable 
accommodations may be made. Employees who reach maximum recovery or who exhaust the two year 
maximum for Off-the-Job Injury/Illness Leave may be entitled to additional benefits as defined in the 
City's Income Protection Policy (See PPP# 123-20). 

 
14. Inclement Weather Leave 

 
When an executive order to close has not been issued, employees who are absent, late for work, or 
leave early during inclement weather must charge such absence to accumulated Annual Leave or 
accrued Compensatory Leave. The City Manager or designee may authorize such absences on an 
individual basis provided that necessary services remain in operation. 

 
During inclement weather conditions, the City Manager's Office will notify the Department Directors that a 
liberal leave policy is in effect. This means that Department Directors may use supervisory discretion in 
granting such leave. If an employee has no accumulated Annual or Compensatory Leave, the time off must 
be recorded as Leave Without Pay. 

 
When a weather emergency has been declared, some employees may be granted leave as outlined below. 

 
Staffing Guidelines 

 
In order that public services may be provided, all City offices will generally be open during inclement weather 
to serve the public during usual business hours. Therefore, maintaining an acceptable level of employee 
attendance is essential. However, there are certain severe inclement weather conditions which create 
emergency situations beyond the control of employees and which could affect attendance. Of primary concern 
is the provision of essential services to the public. To that end, the level of staffing required will be based on 
serving the public rather than accommodating employees. 

 
The Department Directors are responsible for determining the level of staffing within their respective 
departments and the notification procedures necessary to implement this Policy. 

 
Employees customarily assigned to snow and ice control duties are also governed by other applicable 
directives. 
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Definitions 
 
Inclement Weather Emergency: any weather condition, such as snow and ice storms, floods, hurricanes, 
etc., that represents a threat or danger to the welfare of employees and/or extreme risk to City property as 
determined by the City Manager or designee. 

 
Essential Employees: the minimum number of employees designated by the Department Directors as 
required to operate specific City functions. Those employees are expected to report to or remain at work as 
notified during a weather emergency. 

 
Liberal Leave: During inclement weather, a liberal leave policy may be placed into effect. A liberal leave 
policy means that the rules governing the time frames for requesting and granting of Annual and 
Compensatory Leave and Leave Without Pay are relaxed to accommodate individuals who cannot report to 
work on time, or at all, due to inclement weather conditions. 

 
Inclement Weather Emergency Process 

 
In the event of inclement weather, the City Manager will determine whether it is warranted to declare an 
inclement weather emergency and whether all employees or only essential employees are required to report 
to or remain at work. Essential employees will be identified and notified of such designation by their 
Department Director. 

 
If severe inclement weather occurs or is expected before the normal workday begins, the City Manager will 
decide whether conditions warrant declaring an inclement weather emergency and direct that only essential 
employees should report to work. That decision will be relayed via local radio stations. In the absence of such 
radio announcements, all employees are expected to report to work. 

 
Declaration of an Inclement Weather Emergency 

 
1. The City Manager will determine the starting and ending time of an emergency whenever an "inclement 
weather emergency" is declared. During the period of emergency, when only essential personnel are to 
report to or remain at work, the following rules will apply: 

 
a. Essential employees reporting to or remaining at work will be paid regular time for their scheduled 
shift plus, if eligible, time-and-a-half for all hours worked beyond the 40-hour workweek as approved. 
They will also accrue Administrative Leave equivalent to that given to non-essential employees during 
the inclement weather emergency. Such leave will be recorded by the department and available for 
the employee to take upon reasonable request. 

 

b. Essential employees who are unable to report to work during an inclement weather emergency 
may request Annual Leave provided they properly notify their supervisors. The approval of such a 
request is at the sole discretion of the supervisor. Those who do not properly notify their supervisors 
will not be paid for the day and will be recorded as absent without permission (AWOP). 

 
c. Essential employees who are unable to remain at work after an inclement weather emergency has 
been declared may request Annual Leave for the remainder of their shift. Such leave must be 
approved by the supervisor. 

 
d. Employees not required to report to or remain at work will be paid Administrative Leave for their 
regularly scheduled shift or for that portion of their shift covered by the period of emergency, subject 
to the following exceptions: 

 
(1) Employees already out on scheduled leave on the day emergency conditions arise will be 
charged appropriate leave for the day; and 

 
(2) Employees who elect to leave early because of weather conditions and are granted Annual 
Leave prior to an announced period of emergency will be charged Annual Leave. 

 
e. Employees who report to or remain at work during an inclement weather emergency, even though 
not required to do so, will receive no extra compensation. 

 
2. In the absence of a City Manager declaration that an inclement weather emergency exists and that only 
essential employees report to work, despite inclement weather conditions, all employees are expected to 
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report to work. In such instances, the following rules will apply: 

 
a. Employees who are late in reporting to work will be paid a full day's pay provided that they report 
within a reasonable amount of time and that the time missed from work will be charged against 
available appropriate accumulated Annual or Compensatory Leave. 

 
b. Employees who are unable to report to work due to weather conditions, but who properly notify 
their supervisors, may be charged Annual Leave for the day. Employees unable to report to work due 
to illness will be placed on Sick Leave and may be required to provide an acceptable, verifiable note 
from a physician substantiating the absence. Those who do not properly notify their supervisors will 
not be paid for their absences and will be recorded as absent without permission (AWOP). 

 
3. Department Director Responsibilities: 

 
a. establishing procedures and work records as necessary in order to ensure uniform administration 
and accountability of work activity to include accurate recording of overtime and leave records; 

 
b. developing and maintaining up-to-date notification lists so that supervisors can notify employees of 
decisions affecting them during inclement weather emergencies; 

 
c. ensuring that supervisory personnel are available to employees by telephone to respond to any 
questions or concerns on the nature of the inclement weather emergencies; 

 
d. posting names of designated essential employees so that they understand the department plans 
and they are able to perform the essential services required; and 

 
e. ensuring that all employees are aware of their assignments and responsibilities in inclement 
weather emergencies. 

 
 

PPP # 120-105 
Procedure on Off-the-Job Injury/Illness Leave 

 
PURPOSE 

 
The purpose of this Procedure is to implement the Policy concerning Off-the-Job Injury/Illness Leave (PPP# 
120-00). 

 
PRINCIPLES 

 
Off-the-Job Injury/Illness Leave is a benefit offered to all regular City employees after completing one year 
and one day of service. In the event a regular employee who qualifies as stated above sustains an injury or 
illness off-the-job rendering them unable to perform their job, they may, after a six month waiting period, 
be entitled to receive their regular base rate of pay in effect at the time of the injury/illness. Off-the-Job 
Injury Leave is payable to the earlier of the employees' maximum recovery or two years from the date of 
injury/illness. 

 
Off-the-Job Injury/Illness Leave will not be paid for injuries arising from, but not limited to, the 
following activities: underwater diving, hang gliding, para-sailing, para-kiting, parachuting, skydiving or 
mountain climbing or racing by automobile, motorcycle, motorboat or snowmobile, or other similar 
dangerous recreational activities, or civil disorders, or upon conviction of illegal acts. The intent of 
identifying these activities is to give employees notice of those types of activities which, by their 
demonstrated danger to participants, shall not be covered. 

 
Payment of Off-the-Job Injury/Illness Leave benefits is subject to the City’s operational needs. 

 
Nothing in this Policy or Procedure will prohibit the City and an eligibly disabled employee from reaching 
a mutually agreeable settlement in lieu of the Leave benefits described herein. 

 
ELIGIBILITY 

 
Regular employees after completing one year and one day of service may be eligible for Off-the-Job Injury 
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Leave benefits. 
 
Eligibility for Off-the-Job Injury/Illness Leave is contingent upon lack of alternate duty work and inability of 
the employee to perform their current job with or without reasonable accommodations. All Off-the-Job 
Injury/Illness Leave is reduced by Social Security or legal settlements related to the injury/illness and may 
be reduced by outside earnings and workers compensation. 

 
BENEFITS 

 
For the first six months of an off-the-job injury/illness, eligible employees use their accrued Sick or Annual 
Leave or may request Family and Medical Leave Without Pay or general Leave Without Pay or any other 
appropriate Leave in accordance with PPP# 120-00. Employees who are members of the Sick Leave Bank may 
apply for additional Sick Leave through the Sick Leave Bank. At the end of this initial six month waiting 
period, employees may receive Off-the-Job Injury/Illness Leave which is their regular base rate of pay in 
effect at the time of the injury or onset of illness. Off-the-Job Injury/Illness Leave is payable to the earlier of 
maximum recovery or two years from the date of the injury or onset of illness. 

 
 
At the earlier of maximum recovery or two years, when Off-the-Job Injury/Illness Leave expires, 
employees may be eligible for continued income at 60 percent of their gross pay as outlined in the Income 
Protection Policy (PPP# 123-20). 

 
REQUESTING BENEFITS 

 
1. Employees should secure medical care and treatment immediately after the injury or onset of 
illness. The employees' doctors should estimate the projected time off the job by the employees and 
the employees will provide documentation of all lost time as soon as possible to the City through 
their supervisors. Such documentation should include but not be limited to the length of time off, the 
employees' ability to perform their jobs, a prognosis and anticipated duration, as well as their work 
restrictions indicating their ability to perform alternate duty work. 

 
In the event of an injury or illness that causes employees to be unable to perform their duties, employees 
must notify their immediate supervisor as soon as possible after the medical determination has been 
made. 

 
2. During the first six months of injury/illness, employees may use whatever Leaves are 
appropriately available to them in accordance with the Policy on Leave (PPP# 120-00) and any 
associated Procedures. 

 
Employees will provide current medical certification forms every three months throughout the duration of the 
illness or injury. All time off must be certified by a licensed physician. 

 
The City reserves the right to have an independent medical certification and evaluation made by a City- 
approved physician. In the event of conflicting opinions, the City will be guided by the results of the 
independent medical examination. 

 
3. The Department Director or designee will ensure that medical reports on an injured or ill employee 

are complete and forwarded immediately to the Human Resources Department. Medical certification 
is to be kept strictly confidential and separate from employees regular personnel records. In the 
event a disability of six months or more is imminent, the Department Director or designee will 
confidentially notify the Human Resources Department. 

 
 

4. A memorandum requesting review of the eligibility for Off-the-Job Injury/Illness Leave is to be used 
to initiate authorization for such Leave and is to be completed by the employee or immediate 
supervisor when such injury or illness prevents that employee from performing the duties of the 
position either in part or in full. The memorandum should be forwarded to the Human Resources 
Department through the employee's Department Director. 

 

 
PROCESSING REQUESTS FOR BENEFITS 

 
1. If a long term injury/illness is anticipated, the Human Resources Department will verify the nature, 
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circumstances, and date of the illness or injury and ensure that a review of the position and 
reasonable accommodations are made. Findings and/or recommendations will be reported to the City 
Manager and the Department Director. 

 

 
During such a review, the Human Resources Department may review the employees' medical reports, and will 
either accept the medical opinion of the employee's physician or have a medical evaluation performed by a 
City-appointed physician. 

 
If the employee's condition cannot be agreed to by both the employee's personal doctor(s) and the City- 
appointed physician, then the medical opinion of the City-appointed physician will determine the employee's 
eligibility for Off-the-Job Injury/Illness Leave and fitness for duty. 

 
The Human Resources Department will confidentially advise the employee's Department Director and the 

employee's supervisor or their designee that the employee can: 
 

 
a. return to work immediately, 

 

 
(1) The employee will then be expected to return to work. If the employees fail to return to work 

when the medical opinion indicates that they may, employees may continue to use any 
available, accrued leave after which they may apply for a Leave without Pay. Employees may 
be terminated if, in the opinion of the City Physician, they can return to work and they refuse 
to do so. 

 
b. perform alternate duty work only, 

 
(1) The employee will be assigned any available alternate duty work, or 

 
(2) If no alternate duty work is available, the Human Resources Department will 

authorize the supervisor to input Off-the-Job Injury/Illness Leave. 
 

(3) Failure to accept alternate duty work when available and when authorized by the City 
physician may be cause for dismissal. 

 
c. cannot return to work (in any capacity at that time), 

 

 
(1) The Human Resources Department will obtain an estimation of when the employee will 

be able to return to work. 
 

(2) During this time, Off-the-Job Injury/Illness Leave will be authorized to the 
maximum permitted under this Policy; 

 
d. can never return to work, 

 
(1) If the medical opinion indicates that an eligible employee is at maximum recovery (can never 

return to their job) at the expiration of the six month waiting period, that employee may be 
entitled to Income Protection Policy benefits as outlined in PPP# 123-20, but will not be 
eligible for Off-the-Job Injury/Illness Leave. 

 

 
The Human Resources Department will ensure that an action paper is completed to authorize the payment 
of Off- the-Job Injury/Illness Leave when appropriate. Authorization of Off-the-Job Injury/Illness payments 
means that appropriate medical documentation has been received and no alternate duty work is available 
or reasonable accommodations will be effective. 

 
2. For any Off-the-Job Injury/Illness Leave time authorized by the Human Resources Department, the 

Supervisor will complete and submit the appropriate leave slips as determined by the Payroll Division. 
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BENEFITS DURING OFF-THE-JOB INJURY/ILLNESS LEAVE 
 

 
Employees will continue to be eligible to participate in the City's employee benefit programs while on Off- the- 
Job Injury/Illness Leave in accordance with the terms of the contractual benefit agreements. No annual or 
Sick Leave will accrue during authorized Off-the-Job Injury/Illness Leave. Employees continue to pay their 
share of the benefits and the City pays its share. 

 
Employees eligible for longevity payments will continue to receive these payments and time on Off-the-Job 
Injury/Illness Leave will count for purposes of service time with the City. 

 
 

PPP # 123-00 
Policy on Health, Welfare, Income Protection, and Death Benefits 

 
PURPOSE 

 
The Purpose of this Policy is to establish rules for the administration of the City’s health, dental, 
income protection, death and other programs. 

 

 
PRINCIPLES 

City Programs 

The City provides health, dental, income protection, death and other programs for regular employees. Specific 
program eligibility is determined by an employee's status. These programs are structured to meet the 
needs of employees and along with salary are a part of the total compensation package which is designed 
to both accommodate the employees and help the City maintain a competitive position in the employment 
market. 

 
Summaries of these programs are set forth below. More detailed information describing these programs 
is available in the Human Resources Department. 

 
 

PPP # 123-10 
Procedure on Health and Welfare Benefits 

 
PURPOSE 

 
This Procedure establishes a system for implementing the Health and Welfare Benefits described in the Policy on 
Health, Welfare, Income Protection, and Death Benefits (PPP# 123-00). 

 
GENERAL RULES 

 
Health Care Program Enrollments/Changes 

 
Any regular employee who elects to participate in a City-sponsored group health plan must complete 
membership enrollment forms. These forms are available in the Human Resources Department and must 
be completed within one month of employment. New employees will be given the enrollment forms along 
with detailed information about each of their health plan options during their new-hire orientation. 

 
After the initial option to join, employees may only enroll or change health care plans only during the City's 
annual open enrollment period. The open enrollment period is generally held in November with an effective 
date of the following January lst. However, employees may apply for coverage outside of the open enrollment 
period in cases of extreme need. Generally, this is considered to be when employees lose coverage from 
another source through no fault of their own. Acceptance into the plan is not guaranteed. 

 
Employees may elect to change their type of coverage (i.e., family, two-person, single) under certain 
circumstances. An employee may add or delete eligible dependents during any open enrollment period. 
Outside of the open enrollment period, an employee may add newly eligible dependents within 30 days of 
eligibility. For example, employees who marry may add the new spouse within 30 days of marriage or must 
wait until the next open enrollment. 
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Employees may change their status outside of the open enrollment only under certain circumstances. If 
employees are participants in the City's Pre-Tax Section 125 Premium Reduction Program, changes in 
coverage type may be made only when a "qualified change in family status" occurs. Other members may 
apply regardless of a qualified change in family status. 

 

For purposes of this program, a qualified change in family status is defined as: 

 
an employee's marriage, divorce, or legal separation; 

the birth, adoption, or change in custody of a dependent; 

the death of the employee's spouse or dependent; 

change of job location or residence out of the service area of the medical plan; 

the employee's or employee's spouse's switching from part-time to full-time employment status, or 
vice versa; and 

    the employee's or the employee's spouse's taking an unpaid leave of absence. 

 
To effect any change, an employee must always complete an appropriate health plan form within 30 days of 
the event. Health plan change forms are available in the Human Resources Department. 

 

Premiums required to be paid by the employee will be deducted automatically from paychecks, based upon 
the effective date and type of coverage specified by the employee. These deductions may be adjusted from 
time to time to reflect benefit or premium changes in the City's group contracts. 

 

Wellness Program 
 

The City, through its Wellness Coordinator, may provide a variety of voluntary health fairs, programs, 
screening, etc., all designed to enhance the physical and mental well-being of its employees. Employees are 
encouraged to participate in these various activities as designed for their benefit. Programs are either free or 
are available at a nominal cost. 

 

Dental Plan 
 

The City offers a dental plan to its employees. For those employees who participate in the health plan but 
choose not to participate in the dental plan, the City defers its contribution for the dental plan and instead 
applies it to the health plan premiums. As a result, health premiums are reduced by the City's dental 
contribution amount. 

 

Enrollment in the City's dental plan is done upon hire or during the City's open enrollment period. Once 
enrolled, employees continue to be enrolled unless they make a written application to drop coverage during 
the annual open enrollment period. 

 

Changes in coverage type are handled as previously described under Health Care Program 
Enrollment/Changes. As noted, changes in coverage type must be requested within 30 days of the event 
(e.g., marriage). Once coverage is elected, an employee may drop it only at the annual open enrollment or 
due to a qualified change in family status. 

 

 

PPP # 123-20 
Procedure on Income Protection Benefits 

 
PURPOSE 

 
The purpose of this Procedure is to implement the Policy concerning Income Protection benefits. 

 

 

PRINCIPLES 
 

Income Protection is a self-insured benefit which may be available to regular employees after incurring either 
a compensable job-related or non job-related injury or illness and after following the policies and procedures 
for Job-Injury Leave and Off-the-Job Injury/Illness Leave (See PPP# 120-00, 120-100, and 120- 105.) 
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INCOME PROTECTION BENEFITS - JOB-INJURY 
 
1. Income Protection benefits may be available to regular, benefit-eligible employees after incurring a 
compensable job-related injury or illness and reaching the earlier of maximum recovery or two years of 
Job- Injury Leave benefits when the employees cannot do their former jobs or any other available City jobs 
as a result of their injury or illness. 

 
2.  Income Protection benefits relative to job injuries are payable at 66 2/3 percent of gross pay minus 
Social Security, Workers' Compensation, and that portion of any legal settlement required to cover the costs 
to the City for Income Protection and may be reduced by outside earnings as defined herein. 

 
3. Individuals who can do no work for which they are reasonably suited by education and training may 
receive a bi-weekly benefit payment equal to 66 2/3 percent of gross pay until the earlier of recovery 
or normal retirement age. 

 
4. Individuals who can perform some work for which they are reasonably suited by education and 
training may receive bi-weekly payments of 66 2/3 percent of gross pay until: 

 
a. The City payment plus any outside earnings, except in cases involving police officers, provided 
however, that the police officer does not become employed in a similar position as a law enforcement 
officer or chief, equal to 100 percent of gross pay, at which time the City payment will be offset 
dollar for dollar for the earnings in excess of 100 percent of gross pay; or, 

 
b. The injured employee at fullest extent of recovery, the City, the City's Claims Service or 
representatives of same identify a job reasonably accessible in the Washington metropolitan area at 
a pay level equal to 100 percent of gross pay; or, 

 
c. The condition for which a payment is made no longer exists. 

 

 
INCOME PROTECTION BENEFITS - OFF-THE-JOB INJURY/ILLNESS 

 
1. Income Protection benefits may be available to regular, benefit-eligible employees who have 
completed one year and one day of service after: 

 
a. incurring an off-the-job injury or illness which prevents the employee from performing their 
former job or any other City position, and 

b. completing a six month waiting period from the date of the injury or onset of illness, and 

c. reaching the earlier of maximum recovery or two years of Off-the-Job Injury/Illness 
Leave benefits. 

 
2. Income Protection benefits relative to off-the-job injury/illness are payable at 60 percent of gross pay 
minus Social Security, that portion of any legal settlement required to cover the costs to the City for Income 
Protection and may also be reduced by outside earnings as described herein or workers' compensation. 

 
3. For persons who can do no work for which they are reasonably suited by education and training, payment 
of 60 percent of gross pay may continue for ten years from the date the Income Protection payments begin. 
For individuals who are permanently and totally disabled, payments may continue until normal retirement. 

 
4. For persons who can do some work for which they are reasonably suited by education and training, 
payment of 60 percent of gross pay continues until: 

 
a. The City payment plus any outside earnings from other employment equal 100 percent of gross 
pay, at which time the City payment will be offset dollar for dollar for the earnings in excess of 100 
percent of gross pay; or, 

 
b. The injured employee at fullest extent of recovery, the City, the City's Claims Service or 
representatives of the same identify a job reasonably accessible in the Washington metropolitan area 
at a pay level equal to 100 percent of gross pay, at which time the City payment will stop; or, 

 
c. The condition for which a payment is made no longer exists. 
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Income Protection payments will not be made for injuries arising from, but not limited to, the following 
activities: underwater diving, hang gliding, para-sailing, para-kiting, parachuting, skydiving or mountain 
climbing or racing by automobile, motorcycle, motorboat or snowmobile, or other similar dangerous 
recreational activities, or civil disorders, or upon conviction of illegal acts. The intent of identifying these 
activities is to give employees notice of those types of activities, which by their demonstrated danger to 
participants, shall not be covered. Individuals who choose to pursue these activities must provide their own 
income protection. 

 

REQUESTING BENEFITS 
 
1. Eligible employees who reach maximum recovery or who have exhausted all Job-Injury or Off-the-Job 
Injury/Illness Leave benefits may apply for Income Protection benefits by writing a memorandum to the 
Human Resources Department through their supervisor and Department Director requesting consideration of 
Income Protection payments. 

 
Employees must provide with the memorandum acceptable medical documentation of the injury or illness 
and must certify that all data is true and correct to the best of their knowledge. 

 
The City reserves the right to send employees for an appropriate medical examination to verify the data 
provided in the employees' medical certification forms. Should the medical opinions differ, the medical 
opinion of the City-appointed physician will determine an employees eligibility for Income Protection 
payments. 

 
2. The Human Resources Department, upon receipt of a request for benefits, will review the request in 
terms of compliance with all Policies and Procedures and will make a recommendation to accept or deny the 
request to the City Manager through the Department Director. 

 
3. Once a decision has been made regarding Income Protection payments, the Human Resources 
Department will notify the employee. 

 
4. At the time Income Protection payments begin, the employee will be separated from employment and 
placed in a non-active, disability retirement status. 

 
5. The Human Resources Department will arrange an exit interview with employees who will begin receiving 
Income Protection payments and will notify these employees of their benefits and responsibilities under the 
Policy. 

 
INCOME PROTECTION PAYMENTS - STATUS OF BENEFITS 

 

 
Individuals receiving Income Protection payments may be eligible to continue to have deductions made for 
medical and dental insurance. The City may pay the City's share of medical and dental premiums and 
employees will pay their share in accordance with the benefit contracts. 

 
Benefits under the retirement and life insurance plans will be provided based on the terms of the City's 
contractual agreement or official pension plan at the time Income Protection payments are made. 

 
The City will pay for the total cost of health and dental insurance for individuals who are totally and 
permanently disabled due to a work-related injury or illness until normal retirement age, where such a 
benefit is permitted, in accordance with the benefit contracts. 

 
 
EMPLOYEE RESPONSIBILITIES 

 
1. Individuals receiving payments under this Policy must submit medical certification on a semi-annual basis 
to continue to be eligible for program benefits. 

 
2. Medical certifications must be submitted on the City's Medical Certification form. The City may require an 
individual receiving payments to see a City-appointed physician to verify disability status. 

 
3. Individuals must certify their annual earnings by providing the City with a complete copy of their latest 
federal tax withholding forms annually. 



69  

4. Individuals must notify the City immediately upon learning of a Social Security determination, workers' 
compensation determination or settlement, legal settlement regarding the illness or incident or upon 
acceptance of outside employment. 

 
5. Individuals must comply with all of the terms of this Policy and Procedure to continue to be eligible for 
Income Protection payments. Failure to comply with the terms of this Procedure is grounds for immediate 
and permanent termination of payments. 

 

GENERAL PROVISIONS/DEFINITIONS 
 

The following provisions apply to Income Protection payments regardless of how the injury or illness 
occurred. 

 
1. The Human Resources Department will provide assistance to individuals in preparing resumes, copying 
resumes or reasonable guidance in job seeking and may provide information regarding job seeking 
reference materials. 

 
2. There is nothing in this provision that would prohibit the City and a disabled employee from reaching a 
mutually agreeable settlement in lieu of the Income Protection payments provided herein. 

 
3. For purposes of Income Protection payments, the following conditions will be considered 100 percent 
disabling even if an employee can work: the complete loss of sight of both eyes, or the complete loss of use 
of both hands, or both feet, or one hand and one foot, or the complete loss of speech. Payments for these 
conditions will continue until retirement providing the individual complies with the other terms of the Policy 
and Procedure. 

 
4. Gross pay on which payments will be calculated is the employee's base pay before tax earned and 
averaged over the twelve months prior to a determination being made. 

 
5. COLAs for Income Protection payments will be distributed on a fiscal year basis consistent with the 
determination that is made for regular employees. 

 
6. Income Protection payments will not be made for Alcohol and Drug addiction. 

 
7. Employees whose physical conditions improve and who wish to return to City employment may apply for 
any City vacancy and will be given every consideration for any position for which they qualify. 

 
8. The City may require a waiver option on pre-existing injuries, illnesses or disabilities for new hires. 

 
9. Any money withheld from Income Protection payments will be done in accordance with all applicable 
Federal and State Income Tax Laws, Internal Revenue Service Rules, etc. 

 
 

 
PPP # 123-30 
Procedure on Death Benefits 

 
PURPOSE 

 
This Procedure establishes a system for implementing the Death Benefits described in the Policy on 
Health, Welfare, Income Protection and Death Benefits (PPP# 123-00). 

 

GENERAL 

RULES 

Eligibility 

This Procedure defines the benefits available to beneficiaries of regular full-time or part-time employees 
who die while actively employed. 
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Group Life Insurance 

 
The City provides group life insurance which covers all active regular full-time and regular part-time 
employees, elected and appointed officials, and may cover contract employees in accordance with the terms 
of their contracts. It does not provide benefits for temporary and seasonal employees. 

 
Death benefits under this basic group life insurance are payable to the employee's designated beneficiaries 
and are usually equal to one hundred and fifty percent (150%) of the employee's base annual salary. 
Accidental death and dismemberment benefits are included in the plan and are payable under some 
circumstances as defined in the insurance contract. 

 
New employees may purchase additional life insurance equal to their annual base salary without providing 
evidence of good health. This must be done within 3l days after employment. Thereafter, employees may 
apply to the carrier for additional life insurance by providing evidence of good health or in accordance with 
the terms of the current contract. Pre-existing conditions may not be covered after the initial open 
enrollment. 

 
Pension 

 
Certain beneficiaries of employees may be entitled to death benefits from the pension plan. These benefits 
will vary based on the plan to which the employees belong and the length of credited service at the time of 
their death. 

 
Health and Dental Insurance 

 
Eligible covered dependents of employees who were participating in a health or dental plan may elect to 
continue coverage through one of the City's plans in accordance with health plan continuation laws. 
Generally, a beneficiary may continue coverage for up to 36 months after the death of an employee by 
paying 102% of the cost of the coverage. This period may be extended in certain circumstances. The Human 
Resources Department will provide eligible dependents with appropriate notifications of the length of 
coverage and the cost at the time of the employee's death. 

 
Application for Death Benefits 

 
The Human Resources Department, upon receipt of appropriate death certificates (each bearing an 
official seal to attest to their authenticity), will process for payment any insurance, leave balances, 
pension, and other monies as may be due to designated beneficiaries and will ensure disbursements of 
such funds in accordance with the laws of the State of Maryland. 

 

 
PPP # 127-00 
Policy on Employee Assistance Program 

 
PURPOSE 

 
The purpose of the Policy is to define the services offered by the Employee Assistance Program (E.A.P.). 

 
PRINCIPLES 

 
The Employee Assistance Program offers individual counseling as well as referral and follow-up services for 
employees who need assistance dealing with problems that affect their job performance and personal life. 

 

 

PPP# 127-10 
Procedure on Employee Assistance Program 

 

PURPOSE 
 
The purpose of this Procedure is to implement the Policy on Employee Assistance Program (PPP# 127-00). 
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GENERAL RULES 
 

Eligibility 
 
Services established by this Policy are available to all regular full or part-time, benefits eligible employees 
and their dependents. 

 

Services 
 
Employee Assistance Program services include: 

 

 

confidential assessment, counseling, referral, and follow-up for all employees and dependents; 

around-the-clock access to counselors; 

training seminars and workshops for senior-level management, supervisors, and employees; 

consultation with supervisors to assist with employees "at risk"; 

Critical Incident Stress Debriefings that respond to traumatic events in the workplace such as 
robberies, sudden deaths, violence in the workplace, or natural disasters; 

 
The terms and conditions of the EAP, including services offered may change depending upon the EAP 
provider. 

 
Self-Referral 

 

Employees and their dependents may confidentially refer themselves to the EAP for assessment. 
 

Supervisors may suggest self-referral if an employee approaches them with a personal problem and no work 
performance problem is involved. In this instance, whether the employee utilizes the EAP will remain 
completely confidential unless the employee chooses to disclose this information. 

 

Employees who refer themselves to the EAP will not be subject to any adverse employment action as a result 
of utilizing the EAP, nor will EAP records be made part of the City's personnel records. 

 

Self-referral to the EAP does not excuse an employee from disciplinary measures associated with poor 
performance, such as vi lations of policies, procedures, or safety rules. 

 

If employees refer themselves and have an appointment with the EAP during working hours, they must take 
leave as defined in the Policy on Leave (PPP# 120-00). If employees utilize Sick Leave for this purpose, they 
may be asked to provide documentation as defined in the Procedure on Sick Leave (PPP# 120-30). 

 

 

Supervisory Referral 
 

Supervisors are responsible for detecting and attempting to correct unsatisfactory job performance. A 
supervisory referral to the EAP may be used when chronic employee problems show no consistent 
improvement, particularly when other supervisory attempts have failed. 

 

When supervisors are considering referring an employee formally to the EAP, they must contact the Human 
Resources Director and then contact the EAP staff in advance to inform them of the specific performance 
problem. With this formal referral supervisors will receive information regarding the date, time, and duration of 
the appointment only. 

 

The EAP is an additional resource for supervisors to assist employees and improve job performance and not 
designed to replace any normal supervisory or disciplinary procedure. 

 

Employees who have been referred by their supervisor to the EAP will be placed on Official Leave (PPP# 120- 
80) for their initial visit. After the initial visit, leave must be taken for any appointments made by the 
employee with the EAP during working hours, as defined in the Policy on Leave (PPP# 120-00). 
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PPP # 130-00 
Policy on Retirement 

 
PURPOSE 

 
The purpose of this Policy is to describe the various pension options in which employees participate. 

 
PRINCIPLES 

 
The Retirement Program for regular employees is sponsored by the City of Rockville and consists of Social 
Security (FICA) and a pension plan financed by both employee and employer contributions. In addition to the 
above plans, employees may contribute unilaterally to a deferred compensation (Section 457) plan offered 
by the City. 

 

 
 

PPP # 130-10 
Procedure on Retirement - Regular Employees 

 
PURPOSE 

 
This Procedure implements the Policy on Retirement (PPP# 130-00) governing regular full-time and part- 
time administrative, union, and police employees. 

 
GENERAL RULES 

Effective Date 

Employees may retire on any date after meeting eligibility requirements; however, payments will begin only 
on the first of any month after meeting all eligibility criteria as outlined in the pension plan document, 
specifically those relating to age and minimum lengths of service for the plan in which they participate. 

 
Employees should consult the Human Resources Department for information specifically relating to their plan. 

 
Eligibility 

 
To be eligible to participate in a retirement option, an employee must be in a regular full-time or regular 
part-time position and be eligible for benefits. 

 
Administrative employees hired before April 15, 1986 are covered by the Defined Benefit Plan unless they 
elected to transfer to the Thrift Plan. Administrative employees hired on or after April 15, 1986, are members 
of the Thrift Plan. 

 
Union employees hired before December 2, 1986 are members of the Defined Benefit Plan unless they 
elected to transfer to the Thrift Plan. Union employees hired on or after December 2, 1986 are members of 
the Thrift Plan. 

 
Sworn police employees are members of the Defined Benefit Plan for police employees regardless of their date 
of hire. 

 
Contract employees are eligible for retirement plan benefits in accordance with the terms and conditions of 
their contract. 

 
Temporary and seasonal employees are not eligible to participate in the City's pension plan options. 

 
Plan Types and Contributions 

 
The City of Rockville Pension Plan for regular employees consists of two different plans. 
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Defined Benefit Plan 
 
The Defined Benefit Plan is a defined benefit plan providing for pre-tax deductions towards a specific benefit 
at retirement. All administrative and union employees outlined participate in this plan and contribute a fixed 
pre-tax amount toward their plan. 

 
Police employees participate in the Defined Benefit Plan for all sworn police employees and receive 
benefits outlined for police employees. All new sworn police officers are placed in the Defined Benefit Plan 
and contribute a pre-tax amount toward their retirement plan. 

 
The City also contributes to this plan. The City's contribution amount is actuarially determined each plan 
year by an independent actuarial firm. 

 
 
Thrift Plan 

 
The Thrift Plan consists of both a defined benefit and a defined contribution portion. Employees in this plan 
contribute a percentage of their salary (1-5%), on a pre-tax basis, towards their retirement plan. They elect 
which percentage and where to invest their contributions within the funds offered by the plan. In addition, 
they receive a defined benefit at normal retirement similar to that received by employees who participate in 
the Defined Benefit Plan. 

 
The City makes a $0.50 match for each dollar the employee contributes under the defined contribution 
portion. Employees become entitled to these City contributions based on years of credited service. In 
addition, the City fully funds the defined benefit portion of this plan. 

 
Participation 

 
Participation in the City's pension plan is mandatory for all regular administrative, union, and police 
employees. Participation in Social Security (FICA) and Medicare is required by law for all regular 
administrative, union, police, contract and temporary employees. 

 
Benefits 

 
Benefits of the pension plan vary depending on the plan under which an employee is covered. The benefits for 
regular full and part-time administrative, union, and police employees are outlined in the City of Rockville 
Pension Plan which is governed by the Retirement Board. 

 
Benefits are available at termination and retirement. The amount of the benefit varies based on the plan to 
which an employee belongs, the reason for leaving, and the provisions of the official plan document governing 
these plans at the time the employee retires. 

 
Retirement eligibility is determined by the terms of the plan under which an employee participates and is 
governed by the official plan document. 

 
Benefits and terms of the plans are provided and amended only with the approval of the Retirement Board 
and the final approval of the Mayor and Council of the City of Rockville. 

 

 
Retirement Board 

 
The Retirement Board exists for the purpose of generally directing the affairs of the City's retirement 
system, reviewing the plan's structure and investment policy, etc. The members are appointed by the 
Mayor with the confirmation of the Council. The membership is composed of a member of the Mayor and 
Council, the City Manager, three City employees below assistant Department Director level, and two 
persons with previous business experience, one of whom will serve as Chair. Terms are for two years. The 
Finance Director is the executive secretary to the Board. 
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Deferred Compensation 

 
The City of Rockville offers regular full-time, part-time and seasonal (limited benefit) employees the option 
to participate in a deferred compensation (Section 457) supplemental pension plan. 

 
Participation in this plan is completely voluntary. Pre-tax contributions are made in accordance with the 
Internal Revenue Code provisions governing these types of plans. 

 
Benefit Review 

 
The Human Resources Department will provide information to any inquiring individual about the benefits 
to which they will be entitled at retirement and the terms and conditions of the pension plan. Periodically, 
the Human Resources Department will sponsor training for any interested employee regarding eligibility 
for and benefits of the pension plan. All new employees receive an overview of their plan during their 
employee orientation. 

 
Benefit Estimates 

 
Employees who are considering retirement may obtain a personalized estimate of their City pension benefits 
by completing a request form available in the Human Resources Department. This benefit estimate will be 
prepared outlining the benefit amounts to which employees may be entitled under the different retirement 
payment options available to them. 

 
Employees may request only one benefit estimate during a 12-month period. Employees will be asked to 
provide an estimated retirement date and, for optional payment methods, a spouse's or other 
beneficiary's birth date. Other plan options depend on the pension plan in which an employee 
participates. 

 
Retirement Notice 

 
To avoid delay in the payment of retirement benefits, retiring employees should give written notice to their 
immediate supervisor and the Human Resources Department at least 60 days in advance of their 
anticipated retirement date. Once notice is received, the Human Resources Department will schedule a 
meeting with the retiring employee (and beneficiary, if appropriate) to discuss retirement and other benefit 
options. 

 
Sick Leave Conversion 

 
Employees hired before January 1, 2014 may be eligible to convert their accrued, unused Sick Leave at 
retirement to cash. If a cash payment is elected, employees will receive a payment of one day for every 
four days of accrued, unused Sick Leave at the time of retirement. 

 
Benefit Elections and Documentation 

 
At retirement, employees will complete an election form indicating the method of benefit payment they 
request along with a federal tax withholding form for pension payments. In addition, employees may have 
options to elect direct deposit, medical insurance continuance, life insurance conversion, and other 
benefits. Employees may request that state taxes be withheld by writing a memorandum stating the dollar 
amount to be withheld. 

 
These options will be provided to the employee during the retirement process. It is recommended that 
employees consult a competent financial and/or tax advisor to determine the best method of retirement 
payments and for tax advice. The Human Resources Department will explain all options but cannot 
advise employees as to the best retirement option. 

 

 
At retirement, employees must provide a certified copy of their birth certificate as well as their beneficiary's 
birth certificate if contingent benefits are to be provided. This is required to certify age, which is the basis for 
determining some benefit payments. 
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Retirement Plan Statements 
 
At least once each year, active administrative, union and police employees will receive a statement of their 
contributions and an estimate of the amount to which they will be entitled at early, normal and/or late 
retirement. If less than age 62, employees will receive an estimate of their benefit at age 62 in lieu of a late 
retirement benefit. This annual statement outlines the defined benefit. This amount represents the total 
retirement benefit for all employees except those in the Thrift Plan. 

 
Members of the Thrift Plan will receive this annual statement indicating only the City-paid defined benefit 
portion of their retirement benefit. They will also receive quarterly statements indicating the amounts of 
their defined contributions, the City's matching contributions, designated investment directions and 
investment performance. The quarterly statements will also indicate the amount of City contributions to 
which an employee is entitled at a given time. 

 
Employees in the Thrift Plan should combine both the annual and quarterly statements to understand the full 
amount of their retirement benefit. 

 
Social Security Benefits 

 
Because the rules for Social Security benefits are complex, it is recommended that employees discuss their 
plans with a Social Security representative in the year before the year they plan to retire. 

 
Deferred Compensation Plans 

 
Individuals participating in a deferred compensation program should contact the sponsor of the program 
for information about benefit entitlements and options. The Human Resources Department keeps forms 
and information available for these programs. 

 

 
PPP # 140-00 
Policy on Tuition Reimbursement 

 
PURPOSE 

 
The purpose of this Policy is to establish guidelines under which financial assistance may be provided to 
regular employees who successfully complete pre-approved courses. 

 
PRINCIPLES 

 
The City will provide financial reimbursement to eligible employees who successfully complete courses of 
instruction from approved external education sources, utilizing their own time and funds, when such training 
contributes to the employee's job proficiency and/or benefits the overall operating efficiency of the City of 
Rockville. 

 

 
 

PPP # 140-10 
Procedure on Tuition Reimbursement 

 
PURPOSE 

 
This Procedure implements the Policy on Tuition Reimbursement (PPP# 140-00). 

 
GENERAL RULES 

Eligibility 

This Policy applies to all regular full-time and regular part-time employees working a minimum of 20 hours 
per week who have successfully completed their first six months of employment with the City and who are 
not in a disciplinary probation status at the time of reimbursement application. Contract employees are 
eligible to participate on an exception basis with approval of the Human Resources Director. 
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This Policy also applies to police officer candidates when attending an entrance-level Police Academy 
program or the Maryland State Comparative Compliance training even if such training is held during working 
hours or during the employee's first six months of employment. 

 
Course Scheduling 

 
Courses must be taken outside of working hours. Employees may take courses during working hours only 
with written approval of the Human Resources Director, their Department Director, and the City Manager. In 
such cases, a revised work schedule must be established to ensure that the employee's full work load is 
accomplished without incurring overtime. 

 

Approved Institutions/Courses 

 
The City provides partial reimbursement for tuition and registration fees for an individual course or for an 
undergraduate or graduate degree, certificate, or diploma program taken at an accredited institution, or 
for courses sponsored by recognized public, professional, or commercial organizations. When necessary, 
reimbursement may be made to obtain or retain professional competence or certifications that are 
required for that employee's job and/or professional development. 

 
Excluded from consideration are fees for seminars and conferences. See the Policy and Procedure on 
Professional Development (PPP# 150-00 and 150-10) for payment of such expenses. 

 
Reimbursement will be considered for any course which leads to the attainment of an approved graduate or 
undergraduate job-related degree, including elective credits. Wherever possible, elective courses should be 
chosen which are most appropriate to the current or projected job responsibilities. 

 
For this policy, job-related is to be considered any undergraduate or graduate degree that is used in City 
employment. Courses taken toward achievement of high school equivalency may also be considered. 
Courses for technical or non-traditional scholastic training may be reimbursed provided that prior written 
approval has been obtained from the Human Resources Director. Additional undergraduate and graduate 
courses of instruction not leading to a degree but relating to specific areas of current job performance may 
be permitted subject to justification and approval by the employee's supervisor, Department Director, and 
the Human Resources Director. 

 
Courses taken or fees paid to gain credit for past experience or training will not be covered under this 
policy. 

 
Formal degree or diploma programs should be directly related to the employee's current field of work or 
should give the employee a reasonable opportunity for placement within Rockville City government. A 
determination of whether the course work is related or required as part of the job will be made by the 
Department Director and the Human Resources Director. All courses and programs are subject to 
investigation and approval by the Human Resources Director and/or City Manager. 

 
In no case is approval of a course or degree program to be construed as an actual or implicit guarantee 
to the employee of a promotion and/or position specifically using such training. 

 
Requests for approval of tuition reimbursement must always be made on the City's Tuition Reimbursement 
Form prior to enrollment in a course of study. Courses should result in academic grade and course credit, 
unless otherwise approved. Audited or review courses will not be approved nor will fees for entrance 
exams, competency exams, certificate or certification. Certification for an entrance-level Police Academy 
and the Maryland State Comparative Compliance Program will be covered when authorized in writing by the 
Chief of Police, Human Resources Director, and City Manager. 

 
In no instance will initial approval of a degree or diploma program guarantee continued approval of 
such degree or diploma program. Continued approval and reimbursement amounts will always be 
contingent upon budgetary constraints and serving the best interest of the City. 



77  

Reimbursements 

 
Reimbursement may be made for direct tuition and registration costs not to include books, materials, 
equipment, transportation, lab, or other fees. Reimbursement will not apply for tuition costs subsidized by 
any other source such as fellowships, scholarships, military, or other benefits programs. Employees may 
apply for partial reimbursements if subsidies have been received by these or similar sources. However, in 
no instance will the City's tuition reimbursement payment plus any subsidy equal more than 100 percent of 
the cost of the course tuition and registration. 

 
If the employee completes the course and receives a grade of "A" or "B", reimbursement will be made at 100 
percent. For a grade of "C", reimbursement will be made at 50 percent (except for graduate courses). No 
reimbursement will be made for a grade of "D" or below or for course withdrawals and/or course incompletes. 
For graduate level courses, reimbursements will be made at 100 percent for a grade of "B" or better. 

 
No reimbursement will be made for graduate courses resulting in a grade of "C" or less. Reimbursement will 
be made as approved in advance for courses which do not result in a letter grade provided that evidence of 
satisfactory completion is provided. 

 

Part-time employees receive a pro-rated reimbursement. The actual amount reimbursed to eligible part-time 
employees will be pro-rated based on the number of hours the part-time employee is regularly budgeted to 
work. 

 
In no event will any employee be entitled to tuition reimbursement benefits exceeding $3,000 during a fiscal 
year. Employees are fully responsible for the tax consequences of any reimbursement in accordance with 
applicable laws. 

 
Reimbursement will be made only for approved courses after the employee has completed the training and 
furnished proof of its cost, payment, and successful completion. 

 
Any money that the City pays for tuition reimbursement or training must be re-paid by the employee if the 
employee leaves the employment of the City within one year of receipt of such reimbursement. 

 
Funding for the entrance-level Police Academy and the Maryland State Comparative Compliance Program will 
be maintained by the Police Department. These expenses may be paid by the City rather than the employee. 
In such cases, employees will be responsible for repayment to the City for the full amount of the training 
should they leave prior to completion or within 12 months after completion of the training. Police employees 
leaving between 12 months and 24 months of completion of the Academy will be responsible for a pro-rated 
amount of the total cost of training. 

 
Budgeting 

 
The Human Resources Director or designee is responsible for budgeting tuition reimbursement funds and 
managing the Tuition Reimbursement Program for the City of Rockville. However, funding for the Entrance- 
Level Police Academy and the Maryland State Comparative Compliance Training is budgeted for by the Police 
Department. 

 
Process for Reimbursement 

 
1.  Completing the Tuition Reimbursement Form: 

 
An eligible employee interested in participating in the Tuition Reimbursement Program must complete and 
have approved the Tuition Reimbursement Form prior to enrolling in the course. This form is available from 
the Human Resources Department. 

 
Employees must complete the form, attach a short course description and the fee schedule for tuition and 
registration, and forward it to their immediate supervisor. Employees applying for initial program or course 
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approval must also attach a description of the institution indicating that it is accredited. 

 
Employees sign the Tuition Reimbursement Form acknowledging that they understand and agree to repay to 
the City the reimbursement or cost of the training if they leave City employment through voluntary or 
involuntary termination within one year (12 months) of receiving reimbursement. 

 
2.  Approval or Disapproval: 

 
The immediate supervisor signs on the supervisor's signature line and indicates approval or disapproval of the 
requested course/program in accordance with the Tuition Reimbursement PPP# 140-00. If desired, the 
supervisor may comment by attaching a memorandum. 

 
The immediate supervisor then forwards the Tuition Reimbursement Form through appropriate levels to the 
Department Director. 

 
The Department Director signs the form indicating approval or disapproval and may comment, if desired, by 
attaching a memorandum. The form is then forwarded to the Human Resources Director. 

 
The Human Resources Director or designee will review the application to ensure compliance with the policy 
and governing procedures, verifying the information in the application and the qualifications of the 
educational institution or the sponsoring organization. The Human Resources Director then signs the form 
indicating either approval or disapproval of the request. 

 
Initial program or course requests are forwarded to the City Manager or designee, who will sign and return 
the Tuition Reimbursement Form to the Human Resources Department, indicating approval or disapproval. 

 
If the application is approved, the Human Resources Department will return the employee's copy to the 
employee and the department copy to the Department Director. The Human Resources Department will hold 
the Human Resources copy in the pending Request for Tuition Reimbursement folder. Employees should 
retain their approved  application copy until such time as they complete or discontinue the course or training. 

 
If the application is disapproved, the employee's and department's copies will be returned to the Department 
Director indicating the reason(s) for this action. The Department Director in turn will forward the rejected 
application to the employee concerned, through the employee's immediate supervisor, with appropriate 
explanation. 

 
At any time during this process should anyone disapprove of the tuition reimbursement, the processing will 
stop at that level of disapproval and copies of the form and reason for disapproval shall be returned to all 
previous levels of the routing process. 

 
Approved degree or diploma programs should be reviewed annually by the employee's immediate supervisor 
to determine progress in meeting objectives. In no case is approval of a degree program to be construed as 
an actual or implicit guarantee to the employee of a promotion and/or position specifically utilizing such 
training upon completion of the program or course. 

 
3.  Requesting Reimbursement: 

 
After completion of the course, the employee will submit a copy of the grade(s) and original receipt of cost, 
along with verification of payment, to the Human Resources Department. These should be attached to the 
employee's copy of the approved Tuition Reimbursement Form. For the approved tuition to remain valid, 
requests for reimbursement must be made as soon as possible after receipt of all required documentation 
but no later than six weeks following course completion. 

 
The employee must sign the reimbursement request section of the form. If the employee does not complete a 
course, the employee must notify the Human Resources Department in writing that reimbursement is no 
longer requested. 

 
Once all required materials are submitted for reimbursement, the Human Resources Department will 
calculate the amount due an employee and complete a Request for Check Disbursement (RCD). After 
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receipt of this information, the Finance Department will prepare a check for the employee. 
 

 
Once the reimbursement is prepared, the Human Resources Department will ensure that the employee 
receives the reimbursement check. The Human Resources Department will keep copies of the approved RCD, 
Tuition Reimbursement Form, and appropriate receipts in the Approved Tuition Reimbursement folder by fiscal 
year and in the employee's file. 

 

 
 

PPP # 150-00 
Policy on Professional Development 

 
PURPOSE 

 
The purpose of this Policy is to establish guidelines under which individual employees may be encouraged to 
advance their knowledge within their field of work by attending conference, seminars, courses and training 
not covered under the Tuition Reimbursement Policy (PPP# 140-00). 

 

SCOPE 
 
This Policy applies to all regular full-time and regular part-time employees working a minimum of 20 hours 
per week who are not in a disciplinary probation status at the time of reimbursement application. Contract 
employees are eligible to participate with concurrence of the Human Resources Director and approval of the 
City Manager. 

 
PRINCIPLES 

 
Each City department's budget contains money set aside to defray some or all of the cost of courses, 
seminars, etc. 

 
Professional development funds can be used to cover registration and other costs involved in attending 
seminars, conventions, etc., provided that: 

 

 
• course content relates to the employee's current City occupation; 

• the department has professional development funds to cover costs; 

• expenditures have been approved in advance in accordance with this Policy; 

and 

• expenses are not covered under the Tuition Reimbursement Policy (PPP# 

140-00). 
 

 
 

PPP # 150-10 

Procedure on Professional Development 

 
PURPOSE 

 
This Procedure implements the Policy on Professional Development (PPP# 150-00). 

 
GENERAL RULES 

Definitions 

Professional development includes conferences, seminars, conventions, courses, and training related to the 
employee's position and not covered under the Tuition Reimbursement Policy (PPP# 140-00). Included are 
programs sponsored by professional groups and associations. 
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Responsibilities 
 
Department Directors or designees are responsible for budgeting for the cost of professional development which 
is not covered by the City's Tuition Reimbursement Policy (PPP# 140-00) for employees in their department. 

 
Professional journals and similar subscriptions should be budgeted separately in each department's 
allocation for dues and subscriptions. Whenever possible, Department Directors should not duplicate 
subscriptions to journals, newsletters, etc. Rather, each department or division should keep these resources 
available for the use of all City staff. 

 
Leave Use 

 

Employees may be granted official leave to attend such training when offered during scheduled work shifts 
provided that such absence will not cause an undue hardship to the operation. Time used for such training 
offered outside of normal work hours shall not be compensable nor shall it be required of employees. 

 
Conditions 

 
Department Directors will be permitted to attend one major conference or seminar out of the area per year. 
In addition, they are free to attend the state meeting of their association and to attend seminars and training 
sessions that are provided in this metropolitan area so long as there are funds for professional development 
in their department's budget. Employees other than Department Directors may attend the state meeting of 
their professional organization and any conferences or training sessions offered in the metropolitan area, as 
long as they are properly approved and funds are available. Any exceptions to this policy will require written 
approval from the Human Resources Director and City Manager. 

 
Application and Approval 

 
Approval for attendance at professional development training must be obtained from the respective 
Department Director. In the case of Department Directors, approval must also be obtained from the City 
Manager. Any exception to this policy requires the written approval of the Human Resources Director and 
the City Manager. 

 
Memorandum 

 
Employees interested in participating in seminars or other forms of professional development should prepare a 
memorandum to their immediate supervisor. The memorandum should explain the applicability of the 
professional development to their job and should request official leave (if during work hours) for the time they 
attend and payment for the cost of the program. The cost of the program should be fully outlined in the 
memorandum. An original copy of the program and all related material should be attached to the 
memorandum. 

 
The memorandum should have an approval line for the Department Director (or the City Manager in the 
case of the Department Director). The immediate supervisor is responsible for ensuring that all signatures 
are obtained prior to enrollment. 

 
In certain circumstances, the supervisor may direct the employee to attend professional development. In 
this case, the supervisor will be responsible for preparing the memorandum and registering the 
employee. 

 
After approval by the Department Director, a copy of the memorandum will be returned to the 
employee indicating authorization to register. 

 
Once the memorandum is approved, the employee may register for the course. Enrollment should be 
handled directly by the department or the individual requesting the course. Failure to obtain the required 
approval in advance of the program will result in the employee being responsible for the full cost of the 
program and will result in the employee being charged leave without pay for the period of absence. 

 
 
Payment 

 
The City may pay full reimbursement for professional development training provided the course content 
relates to the employee's current City class and that the employee's department has professional development 
funds available for such training prior to registration. 
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If the cost of the program is billed to the City, the department representative should prepare a Request for 
Check Disbursement (RCD) requesting that a check be forwarded to the appropriate organization. 

 

 
Reimbursement for approved  expenses  paid directly by the employee should  be requested on the 
City's  Expense  Reimbursement Form  and submitted to the Director of Finance. Travel  and  related 
expenses should  be handled  in accordance with  the Department of Finance's  policies. 

 
Certificates of Completion/ Achievement 

 
Copies of certificates received for professional development should  be forwarded to the Human 
Resources  Department for inclusion in the employee's personnel file along  with  any  other  form  of 
recognition. 

 

 
 

PPP # 160-00 
Policy on Grievances 

 
PURPOSE 

 
To establish a Policy which will ensure that all regular non-probationary City employees receive fair and 
uniform consideration of any properly grievable matter. 

 
PRINCIPLES 

 
In general, a properly grievable matter is one arising from a disciplinary action or improper implementation of 
the policies, procedures, regulations, or operating orders. Other properly grievable matters include, but are 
not limited to, the existence of hazardous or unhealthy working conditions, or the improper conduct during 
work hours of fellow employees which poses a threat to health or well-being of others. This list, 
while not exhaustive, will serve as a guide in defining possible causes of complaint. 

 
Matters which concern the establishment or alteration of City policy or procedure, performance appraisals, 
or other management rights are not grievable. 

 

The City will not retaliate against any employee who files a  grievance in good faith. 
 

Employees represented by AFSCME Council 67 Local 1453 shall grieve issues as defined by their collective 
bargaining agreement. 

 
Employees who are sworn police officers will follow the department's general orders concerning grievances. 

 

 
PPP # 160-10 
Procedure on Grievances 

 
PURPOSE 

 
This Procedure implements the Policy on Grievances (PPP# 160-00). 

 
GENERAL RULES 

 
Continuity of City Functions 

 
Grievances shall be submitted and resolved promptly and equitably in accordance with the Policy and 
Procedure on Grievances (PPP# 160-00 & 160-10). However, the grievance process may not be used to 
cause the interruption of the performance of the functions of the City. 

 
Representation 

 
Any employee or group of employees presenting a grievance has the right to select a representative of their 
own choice. 
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At any step in the grievance process, the selected representative, at the request of the employee or group of 
employees, may present the employee's grievance or represent the employee or group of employees. 

 
Presentation and Communication 

 
Initially, a grievance may be presented by an employee, by a group of employees, or by a selected 
representative, either orally or in writing. Side one of the City's form titled Employee Petition of Grievance 
shall be used to present the grievance in writing at Step 1 of the grievance procedure as indicated below. 

 
All grievances which are appealed shall be submitted by preparing side two of City form titled Employee 
Petition of Grievance Appeal. Each grievance appeal submitted shall have attached to it the originally 
submitted grievance and subsequent reply, and all succeeding appeals and replies. Grievances involving 
discrimination may be brought directly to the Human Resources Director for review. 

 
Time Limit for Presenting Grievances 

 
No grievance will be considered unless presented within ten (10) calendar days of the date on which the 
employee reasonably could have been expected to know of the events or conditions which provide the basis for 
the grievance. In no case shall a grievance be considered after this ten (10) calendar day period. 

 

Grievance Terminated Unless Appealed 
 

At the conclusion of any step in the grievance procedure, the grievance shall be considered as finally and 
satisfactorily resolved by management unless it is appealed to the next higher step within the time limits 
specified. 

 
Number of Persons Attending Grievance Meetings 

 
In the presentation of grievances (except with the prior permission of the person or group designated to 
hear the grievance), not more than three employees, including the selected employee representative, may 
be excused from work with pay to attend a grievance meeting. Within these limitations and upon proper 
notification to their immediate supervisors, employees will be excused for attendance at such grievance 
meetings. 

 
Recording of Grievance Meetings 

 
Notes setting forth the grievance and the action taken shall be written in duplicate at each step of the 
process by the persons or by the group hearing the grievance as indicated under "Grievance Process" below; 
this may be done on the appropriate section of the Grievance Form. Whenever the grievance is appealed to 
the next higher step, the aggrieved employee shall be given the duplicate copy of such records and the 
original shall become a part of the official Personnel record. 

 
Grievance Process 

 
It is encouraged that all grievances first be settled orally and informally through discussions between the 
immediate supervisor and the employee(s). However, any timely grievance, which an employee has not 
been able to adjust informally with the immediate supervisor may be made the subject of a formal 
grievance, and shall be settled in the following manner: 

 
Step 1: The aggrieved employee shall present the grievance in writing, using the Employee Petition of 
Grievance Form, to the employee's immediate supervisor within ten (10) calendar days after the events or 
conditions giving rise to the grievance occurred or within ten (10) calendar days after the date on which the 
aggrieved employee reasonably could have known of the event which gave rise to the grievance, whichever is 
later. The employee shall meet on such grievance with the immediate supervisor and the next level supervisor 
as designated by the City, within ten (10) calendar days after presentation thereof. A written answer to said 
grievance shall be furnished by the City to the employee or employees involved within ten (10) calendar days 
after said meeting. If the employees serve written notice that said written answer is not satisfactory to them, 
or if said written answer is not furnished within ten (10) calendar days, the grievance may proceed to Step 2. 
If an employee's grievance involves dismissal and the employee so desires, Step 1 of the Grievance Process may 
be waived and the grievance initiated at Step 2. In cases involving dismissal, the Department Director shall 
hear the Step 1 grievance. 

 
Step 2: If the grievance has not been satisfactorily resolved at Step 1, no later than seven (7) calendar 
days after the written answer is furnished in Step 1, the grievance shall be presented by the employee, in 
writing, using the Grievance Form. This form shall be submitted to the Department Director or designee. 
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The employee or employees involved shall meet with the Department Director and the appropriate 
immediate and next level supervisors within seven (7) calendar days from the date upon which the 
grievance is presented to the Department Director or designee. A decision will be made by the Department 
Director or designee and communicated to the employees and any representative in writing, within seven 
(7) calendar days after the meeting. If the meeting cannot be arranged within said seven (7) calendar day 
period, the Department Director or a designee shall, nevertheless, communicate the decision upon said 
grievance to the employee and any representative within ten (10) calendar days after the grievance is first 
presented to the Department Director or a designee at Step 2. In cases involving dismissal, the City 
Manager shall hear the Step 2 grievance. 

 
The Step 2 decision shall be the final administrative level for hearing all grievances except those involving 
disciplinary dismissal. In grievances involving disciplinary dismissal actions, employees may appeal such 
actions to the Personnel Appeals Board. 

 
Copies of all grievances and all responses shall be furnished to the Human Resources Director at each and 
every step of the process. 

 
Personnel Appeals Board 

 
1. Procedure for appeal to Personnel Appeals Board: 

 
a. Any regular employees of the classified Civil Service merit system who have been the subject of a 
disciplinary dismissal action may avail themselves of the grievance procedure as set forth above. If 
employees are not satisfied with the action taken by the City Manager in the last step of the 
grievance process, they may, within seven (7) calendar days of such action, file a written notice of 
appeal to the Personnel Appeals Board. The notice of appeal shall be filed with the City Clerk. 

 
b. The notice of appeal shall contain particulars as to the nature of the grievance and the remedy 
requested, and may not raise any issue not previously raised before the City Manager during the 
grievance process. 

 
2. Hearing of appeal by Personnel Appeals Board: 

 
a. The Personnel Appeals Board shall schedule a hearing as soon as practicable, but no longer than 
thirty-five (35) days after the filing of the notice of appeal, unless a later date is required due to the 
unavailability of a member of the Personnel Appeals Board. 

 

b. The procedure of the hearings shall be closed to the public unless requested to be open by the 
employee filing the appeal and consented to by all employees involved. The employee shall be 
entitled to counsel, and may present witnesses or other evidence on the employee's own behalf. The 
employee, insofar as administratively possible, may request the presence of City employees (up to a 
maximum of three) as witnesses. Such employees shall be considered in a duty status during the 
time they serve as witnesses. All testimony shall be under oath or affirmation given by a person duly 
authorized to administer oaths within this State, and a verbatim transcript of the hearing shall be 
taken. The City Attorney shall act on behalf of the City Manager. The right of cross-examination of all 
witnesses shall be available. 

 
c. At any time prior to the decision of the Personnel Appeals Board, the grievant and the City may 
reach a binding settlement of the grievance. 

 
3. Decision and opinion by Personnel Appeals Board: 

 
a. Within fifteen (15) calendar days following the required hearing, the Personnel Appeals Board shall 
render a written decision in which findings of fact are made with respect to the action taken. The 
Board shall have the power to approve, rescind, or modify the dismissal action, and shall file the 
decision with the City Clerk. 
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PPP # 170-00 
Policy on Military Furlough 

 
PURPOSE 

 
The purpose of this Policy is to establish rules of employment for regular employees who are called to duty on 
active military service during a National Emergency or under Presidential Authority. 

 
PRINCIPLES 

 
A Military Furlough Leave is the placement of regular employees in an inactive non-work status, with the 
retention of employee rights, while employees are called to duty on active military service during a National 
Emergency or under Presidential Authority. Employees are placed on Military Furlough when they enter 
active service in the Armed Forces of the United States, National Guard, or the Commissioned Corps of the 
Public Health Service pursuant to a National Emergency or under Presidential Authority. 

 
Employees on Military Furlough have re-employment rights under conditions specified in the Procedure 
on Military Furlough (PPP#170-10). 

 

Military Furlough is separate and distinct from Military Leave (see PPP# 120-00). 
 
 

PPP # 170-10 
Procedure on Military Furlough 

 
PURPOSE 

 
This Procedure implements the Policy on Military Furlough (PPP# 170-00). 

 
GENERAL RULES 

 
Pay, Benefits and Employment Status 

 

Regular employees on military furlough and in an inactive non-work status may continue to receive pay and 
benefits as though they were in an active working status. Employees in the Federal Services and Maryland 
National Guard may receive the difference between their military pay and base City pay up to a maximum of 
their base City pay. These employees must submit their pay statements to the City on at least a monthly 
basis and the City will pay the difference to the base pay for that same time frame. 

 
Process for Taking Military Furlough 

 
Employees notify their supervisors as soon as possible prior to the date they are scheduled to leave for military 
service. The supervisors notify their Department Directors and the Human Resources Director by way of 
memorandum with a copy of the military order. 

 
Re-Employment Rights on Return from Furlough 

 
In accordance with Federal and State Law, on return from Military Furlough employees are entitled to 
reinstatement after military service to the position which they left or to one of like status, pay, and seniority, 
provided the following requirements are met: 

 
1. the employee gave written or verbal notice to the department prior to leaving for military service, 
unless the employee was not able to give prior notice because of military necessity; 

 
2. the employee’s position was not a temporary job or a job expected to last for a brief period, but 
instead was expected to continue for a significant period of time; 

 
3. the employee applied promptly for reinstatement after completion of the military service; 

 
4. the employee provides documentation to the department of the length and character of the 
military service on return from military service of 30 days or more; 

 
5. the employee was not discharged under dishonorable conditions; and 
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6. the total of the employee’s periods of active duty did not exceed 5 years over the employee’s 
entire City employment (periods of active duty for training or during which the employee was ordered 
to active duty during war, emergency or in support of a critical mission are not included in the 
calculations of the 5-year period.) 

 
An employee is entitled to the following on reinstatement: 

 
1. the same job or the job that the employee would have had or attained if the employee had not left 

for military service (if the employee is or can become qualified for that job) or, if the period of 
service exceeds 90 days, another job of the same status and same rate of pay; 

 
2. accrued seniority, service increments and proficiency advancements, or noncompetitive promotions 

that the employee would have received if the employee had not left for military service; 
 

3. protection against dismissal, except for cause, during the first 180 days of returning to work (or the 
first year of returning to work if the leave was for more than 180 days); 

 
4. employment in a position of lesser status and pay, but with full seniority, if the person cannot 

become qualified to perform the previous job; 

 
5. reasonable efforts to accommodate a temporary or permanent disability that occurred or was 

aggravated during the military service; 

 
6. credit toward vesting under the employee’s retirement plan for the period of military service; credited 

service for retirement if the employee makes up any required employee contributions; continuation 
of unused sick and annual leave; 

 
7. the same increment date that the employee had before the employee’s military leave; and 

continuation of group insurance coverage. 
 

 
The period of time that the employee has to apply for reinstatement depends on how long the employee 
served in the military. If the employee became ill or was injured during military service, the reinstatement 
period may be extended to allow for treatment and recovery. 

 
The above rights apply unless the City’s circumstances have so changed as to make reistatement impossible 
or unreasonable: for example, they could not be applied if a widespread reduction in force has occurred. 

 
Regular employees who volunteer for Active Service will not be paid by the City and will be separated from 
service. They will be eligible for all benefits and reemployment as provided by the law. 

 
Employees in the Maryland National Guard not called to Active Duty by order of the Governor or those in the 
US Reserves not called to Active Duty by Presidential Order during a national emergency are not eligible to 
receive pay during military furlough. 

 
Process for Re-Employment 

 
1. Upon release from active duty, employees must notify the Human Resources Director in writing of their 
status and establish a tentative date for their return to work (within the established time). 

 
2. The Human Resources Director notifies employees of the status of their jobs and their re-employment 
possibilities. 

 
 

Applicable Laws 
 

All Military Furlough is subject to the provisions of the Uniformed Services Employment and Re- 
Employment Rights Act of 1994 with subsequent amendments, as well as applicable Maryland law. Any 
questions regarding details on Military Furlough should be referred to the Human Resources Director. 
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PPP # 180-00 
Policy on Employees' Code of Conduct 

 
PURPOSE 

 
This Policy describes what is acceptable behavior in the conduct of all employees in the performance of their 
jobs and in conducting their personal business as it relates to their employment with the City. 

 
Employees of the City are prohibited from using their employment in any way for personal gain and are 
expected to conduct their personal business in full compliance with the law and with these guidelines. 

 

PRINCIPLES 

Political Activities 

Employees of the City are subject to the provisions of Sections 1501-1508, Title 5 of the U.S. Code 

(previously known as the Hatch Act with amendments). Prohibited political activities are listed below: 
 

Political activities, which are prohibited for City employees, are also not to be conducted by anyone, whether 
employees or not, in any office or property under the jurisdiction of the City, including the public part of any 
City property. No equipment, materials or facilities owned or operated by the City may be used by anyone in 
the conduct of any of the prohibited activities. However, the public parts of a City property may be used for 
non-partisan meetings, at which civic matters may be questioned by those in attendance. Such meetings must 
be arranged and conducted by responsible non-partisan organizations and all bona fide candidates must be 
invited and given equal time and treatment, and prior approval in writing must be obtained from the 
City Manager. The request for such approval must be in writing, giving specific information as to the time and 
place of the proposed meeting, the method by which candidates will be invited, and the procedures and 
rules to be followed in the conduct of the meeting. The request must be signed by an authorized official of 
the organization with certification of such authority by the governing body of the organization. 

 
No employees shall directly or indirectly use or seek to use their official positions, authority, or influence to 
control or modify the political action of any other person. Employees shall not engage in any form of political 
activity during duty hours. 

 
Employees are also prohibited from using their positions or influence for the purpose of interfering with or 
affecting the result of an election or nomination for office; or, directly or indirectly coercing, attempting to 
coerce, command, or advise other employees to lend or contribute anything of value to a party, 
organization, or person for political purposes; or, being a candidate for an elective partisan office with the 
City or County. 

 
With respect to Rockville City elections, employees are not allowed to take part in any political movement 
nor actively support any candidate or group of candidates in any manner other than by casting a ballot. 

 
Employees may express their personal opinions privately to others. However, they must remain objective, 
non-committal, and professional when others wish to discuss City politics with them. 
 
Employees may not be required to contribute to a political campaign or pay dues to a political party.   
 
Employees' job security is not dependent on which candidates are elected to office. Elected officials may 
not interfere with appointments, promotions, or discipline of any employees. 

 
Persons violating these rules will be subject to dismissal. 

 

 
Relations with Contractors or Vendors 

 
Gifts 

 
Employees shall neither solicit nor accept gifts or any form of gratuity from anyone who has submitted a 
proposal to do business or who is doing business with the City, or who is engaged in activities controlled by 
the City where the solicitation or acceptance of such gifts or gratuity may form the basis for a conflict of 
interest. 
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Restrictions After Termination 
 

For a period of one year after terminating employment from the City, former City employees shall not assist 
or represent a party other than the City for compensation in a case, contract, or other specific matter 
involving the City, if that matter is one in which the former employees personally and significantly 
participated as a City employee. 

 
Disclosure of Information 

 
Employees may not disclose, nor use for their economic benefit or that of any other person, confidential 
information which is not available to the public, acquired by reason of their employment with the City. 

 
Possession of Weapons 

 
No employee shall use or have on their person or on City property any weapons or explosives at any time. 
Violation of this policy is cause for immediate dismissal. The only exception to this rule are those weapons 
expressly allowed to be carried and used by public safety employees. 

 

 
Exploitation of Citizens or Employees 

 
No employees shall benefit financially from any citizen or group of citizens or employees due to their position in 
the City. Employees shall not sell or recommend goods or service to any citizen or employee as representatives 
for any company for such purpose. 

 
Alcohol or Drug Possession and Use 

 
Use or possession of alcoholic beverages (except at designated City-sponsored group social events) or non- 
prescription drugs, or the illegal use of drugs (prescription or non-prescription), being intoxicated, or under 
the influence of drugs while on duty and/or on City property is cause for suspension or dismissal of any 
employee. Although any employee may be terminated immediately for possession or use of drugs or 
alcohol, those persons working in safety sensitive and/or public contact positions will be terminated 
immediately, absent extenuating circumstances. (See Policy and Procedure on Drugs and Alcohol (PPP# 190- 
00 & 190-10).) 

 
Absence Without Permission 

 
Employees are subject to dismissal if they have been absent from duty for three consecutive days without 
permission from their immediate supervisor and/or without notifying the immediate supervisor of their 
absence and intention to return. Such employees are considered to have abandoned their jobs. 

 
Conviction of a Criminal Offense 

 
An employee who has been convicted of a criminal offense that is job related may be subject to dismissal 
from the City. 

 
Conflict of Interest 

 
Participation in City Business 

 
Employees shall not participate and shall disqualify themselves from participating in any City business or 
project which involves, benefits, or has a direct financial impact on themselves, a spouse or domestic 
partner, parent, child, brother or sister, or a business entity of which they, or any of the family members, 
are a part. 

 
However, employees may take advantage of City programs and projects available to members of the 
general public so long as such employees do not control or affect the decision on the program or project in 
question, as distinct from performing merely routine or clerical duties. 

 
All employees planning to participate in any City program of substantial financial benefit must request 
written approval of the Human Resources Director disclosing all aspects of their involvement in the 
program. 

 
Employees are required to report to the Human Resources Director if they are an official of a community 
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organization or non-profit group which has applied for or is receiving funds from the City. 
 

Personal Relationships in the Workplace 
 

While members of the same family are eligible for employment with the City, City employees are prohibited 
from supervising any individual who is a member of their immediate or extended family. Examples of family 
members include spouse, child, sibling, parent, foster parent, grandparent, grandchild, cousin, aunt, uncle, 
niece, nephew, other blood relatives, parent-in-law and other in-laws, and step relatives, etc. 

 

In the same vein, it would be inappropriate for City employees to supervise any other individual with whom 
there exists or develops a personal relationship where such a relationship could give rise to questions about 
the supervisor's ability to act impartially with regard to that employee. Examples of such personal 
relationships include, but are not limited to, fiancée, domestic partner, business associate or advisor, or 
anyone with whom a significant or close personal relationship exists. 

 

Supervisors must notify their Department Director or the Human Resources Director of fami y and existing or 
developing personal relationships between himself/herself and a subordinate. A supervisor's failure to notify a 
Department Director or Human Resources Director of any such family or other personal relationships may 
result in disciplinary actions. 

 

Department Directors will discuss these issues with the City Manager as is appropriate and necessary to 
maintain a professional work environment. If it is determined that, as a result of the relationship, that a conflict 
or potential for conflict of interest exists or might be perceived to exist, the City may take appropriate 
corrective measures. Such measures may include the transfer of either the supervisor or the subordinate 
employee, in the discretion of the City Manager. 

 

Secondary Employment 
 

The effective operation of government requires public employees to be independent, impartial, and 
responsive to the community. A public position must never be used for personal gain if government is to 
maintain the trust between public employees and the citizens they serve. This policy on secondary 
employment recognizes the special responsibilities and obligations which employees must meet to guard 
that trust. 

 
Employees may engage in outside employment or private financial activities provided that such employment 
or activities do not conflict with regular employment with the City of Rockville Government or affect the 
employee's mental or physical ability to perform normal duties in an acceptable manner. 

 

 

   Employees may not, either directly or indirectly, use their official position with the City of Rockville 
government, or information obtained in connection with their employment, for private gain. 

  Employees may not become involved in outside business or financial activities which would 

constitute a conflict of interest or the appearance of a conflict of interest, or affect the impartial 
discharge of their duties. 

   Employees may not solicit or accept gifts, favors, or anything of monetary value from a private 

source as compensation for the services performed as an employee of the City of Rockville 
government. 

 
Some employees may wish to supplement their City income from secondary jobs. A secondary employment 
form must be filled out for all secondary employment. It shall be filled out and approved by their Department 
Director before an employee begins a secondary job. All employment within the City will be subject to special 
review by their respective Department Director and approval of the Human Resources Director to avoid even 
the appearance of a conflict of interest. 

 

 

The following guidelines will be followed to ensure that a secondary job will not harm the interests of the 
employee or of the City: 

 

1. Employees may work for employers who are not regulated by, hired by, or soliciting business with the 
City. 

 
2. Employees may work for employers who are located outside of the City limits and who perform work only 
outside the City limits, which is not related to City business. 
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3. Employees may work for employers within the City where a Department Director and Human Resources 
Director find that the secondary job represents no basis for a conflict of interest, nor the appearance of a 
conflict of interest. 

 
4. Employees may accept a secondary position if the secondary job does not interfere with the performance 
of their City duties and does not interfere with the employee's ability to respond to emergency situations for 
the City. 

 
5. Employees may not use City-owned tools, equipment, vehicles, or materials for any secondary job. 

 
6. Employees may not enter into a secondary employment in which they work for, or oversee their City 
supervisor or a City subordinate. 

 
7. Employees injured while working a secondary job must notify their City supervisor of the injury. 
However, it should be noted that City insurance (with the exception of employee health plans) and City 
employee disability leave benefits will not cover any injury or damage arising from a secondary job. 

 
8. Some employees (e.g., police) may be required to provide the City with proof of adequate insurance 
coverage by their secondary employer. 

 
9. Employees may not solicit or perform secondary employment during the hours designated for work 
for the City. 

 
Ownership and Financial Interest in Real Property Within the City of Rockville 

 
Employees shall not use knowledge of City programs or plans which are not available to the public to 
speculate or make a profit from any real estate transaction. 

 
Disclosure of personal real property, other than a primary residence, shall be made to the Human 
Resources Director as follows: 

 
1. Employees who own or contract for the purchase of any interest in real property within the City shall 
disclose such information within one week of acquiring such property (e.g., signing a contract of sale). 
"Interest in real property" means an interest held as sole owner or together with other persons or business 
entities, or an interest in a partnership or corporation which owns, develops, or manages real property in the 
City. Also, employees who have a financial interest in real property within the City, such as providing a loan or 
financial guarantee to any other person in connection with the purchase of real property, shall disclose such 
information. 

 
2. All involuntary acquisition of real or leasehold property within the City by inheritance, gift, etc., shall be 
disclosed immediately in writing to the Human Resources Director. 

 
3. Employees must notify the Human Resources Director immediately upon any change to their 
previously reported real property ownership or financial interest status, and keep such notice up to 
date. 

 
4. If, in the judgment of the City Manager, any matter disclosed as required above presents a situation 
where the employee's ownership of said properties or provision of financial guarantees may cause actual, 
possible, or apparent conflict of interest, the City Manager may notify the employee and provide an 
opportunity to be heard. After due consideration of all facts and circumstances, the City Manager may take 
appropriate action, which may include, but not be limited to, a request not to acquire or to divest oneself of 
property or any interest therein, disciplinary action, or a reasonable alternative to eliminate such conflict. 

 
Compliance with City of Rockville Laws 

 
Employees shall not use their positions or influence in the City to avoid complying with any City laws or 
regulations, or to assist any other person in avoiding such compliance. 

 
1. All employees must take whatever measures are required to ensure that any properties within the City 
which they own wholly or in part are used and maintained in strict compliance with the Housing, Building, 
Zoning, and any other Codes of the City of Rockville. 
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2. An inspector employed by the City shall not inspect property in the City in which the employee, a 
member of the employee’s family, someone with whom the employee has a relationship with similar 
to that of a family member, has an interest. An inspector shall also not inspect property in the City in 
which the employee has a financial interest. 

 
Information and Enforcement 

 
Questions regarding these rules may be addressed to the Human Resources Director. All information requested 
to be disclosed shall be kept up to date on a continuing basis. Such information shall be incorporated into the 
employee's Personnel file and be kept confidential within the City to the extent provided by law. Failure of any 
employee to comply with these rules and regulations may result in the imposition of disciplinary action. Such 
action may include, but not be limited to, a verbal warning, a written warning, probation, suspension, or 
dismissal, depending upon the circumstances of the particular case and the employee's work record. 

 
Discipline or Dismissal 

 
Failure to adhere to the provisions stated in this Policy or any other City policy, procedure, rule, regulation, 
code or order is recognized as sufficient cause for disciplinary actions, including but not limited to, the 
issuance of a written reprimand, being placed on disciplinary probation, suspension, or dismissal of an 
employee. (See Procedure on Discipline and Dismissal (PPP# 75-10) and Procedure on Dismissal (PPP# 80- 
07).) 

 
The type of discipline shall be dependent upon the frequency and/or severity of the employee's conduct. 
Nothing in this Policy shall prohibit the City from taking more severe forms of discipline for first offenses or 
imposing multiple forms of discipline. 

 
Certain offenses may be subject to suspension and/or dismissal. These offenses include, but are not limited 
to: 

 
• insubordination; 
• unsatisfactory job performance; 
• cause of personal injury, damage or property loss; 
• violation of safety, fire prevention, security, or other rules, regulations, policies, procedures, codes, 

orders, etc; 
• false, fraudulent, misleading, or harmful statements, action, or omission relating to any City business; 
• unauthorized use of, removal, theft, or damage to City property, an employee, or anyone or anything 

related to City business; 
• threatened or actual physical violence; 
• use of profane or abusive language; 
• carrying any form of weapon while on City business or property; 
• the use, possession, being under the influence, transfer, selling or attempting to sell alcohol, illegal 

drugs, or illegally used drugs on City business or property; 
• disorderly or immoral conduct on City business or property; 
• accepting or engaging in outside employment without proper approval; 
• any form of harassment of other individuals, citizens, or staff; 
• abuse of leave; unexcused absence from work; 
• refusal to work overtime; 
• falsifying any records; 
• job-related criminal conviction; 
• sleeping on duty; 
• failure to maintain required certifications; and 
• any other misconduct. 

 
This list serves to provide examples only and is not all-inclusive. The City reserves the right to suspend 
and/or dismiss an employee for any lawful reason. 

 
 

PPP# 181-00 
Policy on Workplace Violence 

 
PURPOSE 

 
The purpose of this Policy is to establish rules for maintaining a workplace free from violence. 
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PRINCIPLES 
 
The City of Rockville is committed to maintaining a workplace free from violence for its employees, citizens, 
visitors and guests.  It is the City’s intent to take every reasonable step to promote a work environment that 
is safe and secure at all times by encouraging a positive and respectful work environment that fosters 
employee productivity, safety and security. 

 
The following words and phrases, as used in this Policy, are defined as follows: 

 
1.   Disruptive  behavior:  disturbs,  interferes  with,  or  prevents  normal  work  functions  or  activities. 

Disruptive behavior includes yelling, using profanity, aggressively waving arms or fists in a threatening 
manner, or verbally abusing others; outbursts and instigating interpersonal conflicts between individuals; 
making inappropriate demands for time and attention; making unreasonable demands for action 
(demanding an  immediate  appointment or a response to a  complaint  on  the  spot); or  refusing a 
reasonable request for identification. 

 
2.  Threatening behavior: includes physical actions short of actual contact/injury (e.g., moving closer 

aggressively); stalking/following another individual; general oral threats  based on tone  of voice  or 
written threats to people or property ( e.g. “you better watch your back” or “I’ll get you”) as well as 
implicit threats (“you’ll be sorry” or “this isn’t over.”) 

 
3. Violent behavior: includes any physical assault, with or without weapons; behavior that a reasonable 

person would interpret as violent (e.g., throwing things, pounding on a desk or door, or destroying 
property); and specific threats to inflict physical harm (e.g., a threat to shoot a named victim). 

 

No employee of the City of Rockville shall engage in any disruptive, threatening or violent behavior while on 
City property or at any other location while performing duties on behalf of the City. Any violation of this 
provision shall be reported to the immediate supervisor and investigated by the City. 

 
 

PPP# 181-10 
Procedure on Workplace Violence 

 
PURPOSE 

 
This Procedure implements the Policy on Workplace Violence (PPP# 181-00). 

 
GENERAL RULES 

Overview 

This Procedure outlines the responsibilities of managers and employees to report and document violent acts 
as defined in the Policy on Workplace Violence (PPP# 181-00). In addition, the Procedure provides a format 
for reporting and investigating violent acts, as well as suggested forms of discipline and reporting, pursuant 
to City regulations and State/Federal laws. 

 
By establishing a written policy on how to handle violent workplace situations, the City provides managers 
and employees with a tool to promote a safe work environment as well as guidance as to how to swiftly 
respond to workplace situations of a violent nature. 

 
Emergency 

 
If an employee is a victim/witness to a crime in progress, an incident involving a hostage situation or a 
weapon, contact the Police IMMEDIATELY! (DIAL 911.) Each City Department is required to develop a 
duress word or phrase that will signal other employees that an emergency situation is in progress. By hearing 
the duress word or phrase, employees will know to contact the Police immediately. Each Department Director 
is responsible for ensuring that the duress word or phrase is identified and communicated to all current and 
future employees. 

 
Should an emergency situation occur that warrants contacting the Police, the Supervisor shall contact the 
Human Resources Department as soon as possible but no later than the next work day to report the incident 
and receive further instructions. 
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Non-Emergency 
 

If an employee believes that he or she is a victim or a witness to a violent act in the workplace, either actual 
or perceived, such employee should immediately report the facts of the incident and the name of the 
individuals involved in the incident to the employee’s supervisor or the Human Resources Department. As the 
victim or witness, the employee should use the City of Rockville’s Violent Incident Report to record 
important facts and information regarding the violent act. This report should be submitted directly to the 
employee’s Supervisor or the Human Resources Department for further action. 

 
Upon receipt of the Violent Incident Report from the victim or witness, the Supervisor or Human Resources 
Department shall conduct an investigation utilizing the City of Rockville’s Violent Incident Investigation 
Report. This Investigation Report shall be completed within five (5) working days of receipt of the initial 
Violent Incident Report. 

 
If the Supervisor conducts the investigation, he or she shall promptly forward the completed Violent Incident 
Investigation Report, including findings and recommendations, to the Human Resources Department. The 
Human Resources Department will review the report and issue comments to the investigating supervisor 
within five (5) working days of receipt of the investigative report. 

 

 
Violations of Policy 

 
Any employee found to have violated the City of Rockville’s Workplace Violence Policy shall be disciplined in 
accordance with the City of Rockville Personnel Rules and Regulations, and/or applicable Departmental 
Regulations and Collective Bargaining Agreements. 

 
 

PPP # 185-00 
Policy on Fraud Prevention and Whistleblower Protection 

 
PURPOSE 

 
This Policy affirms the City of Rockville’s commitment to safeguaring the organization and its assets from 
fraud and other similar improprieties, and establishes guidelines to ensure a safe and confidential 
environment for reporting any violation of the policies and procedures set forth in the Personnel Manual, 
including but not limited to, improper financial activities and other fraudulent activities. 

 
PRINCIPLES 

 
Fraud and Other Similar Improprieties 

 
The City of Rockville (City) is committed to protecting the organization, its operations, its employees and its 
assets against fraud and other similar improprieties. A constructive culture requires integrity in the 
administration of the City’s resources to ensure public trust. Fraud and any other similar improprieties are 
contrary to a constructive culture and will not be tolerated under any circumstances. 

 
Fraud is defined as an intentional deception, misappropriation of resources or the manipulation of data to 
gain financial or other benefits. Fraud and other similar improprieties include, but are not limited to: 

 
1. Forgery or alteration of checks, drafts, promissory notes or securities. 

 
2. Any misappropriation of funds, securities, supplies or any other asset. 

 
3. Any irregularity in the handling or reporting of money transactions. 

 
4. Misappropriation of furniture, fixtures or equipment. 

 
5. Unauthorized use or misuse of City property, equipment, materials or records. 

 
6. Any computer related activity involving the alteration, destruction, forgery or manipulation of data 
for fraudulent purposes or misappropriation of City-owned software. 

 
7. Any claim for reimbursement of expenses that are not made for the exclusive benefit of the City. 
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Training 
 
As a preventive and proactive step, the City will make reasonable efforts to notify employees of this Policy 
during orientation and through periodic email updates. 

 
Obligation to Report Activities 

 
Each employee of the City has an obligation to report any suspected fraud, questionable or improper 
accounting, auditing, and other financial activities, as well as suspected violations of the Personnel Manual. 

 

Confidentiality 
 
The City recognizes that confidentiality is important to all parties involved in any complaint and 
investigation. Confidentiality will be maintained to the fullest extent provided by law and will be consistent 
with the Maryland Public Information Act. 

 
 
Retaliation and False Claims Prohibited 

 

 
The City will not tolerate retaliation against any employee or other person for initiating, pursuing, or 
assisting with a complaint of alleged fraud or other similar improprieties to the City or to any government 
agency. 

 
The City also forbids retaliation against any employee or other person for participating in any investigation 
of a complaint of fraud or similar improprieties. Any individual who engages in retaliation against any City 
employee in violation of this Policy may be subject to disciplinary action, up to and including dismissal from 
service. 

 
Good Faith 

 
Anyone reporting a concern must act in good faith and have reasonable grounds for believing the information 
disclosed indicates a violation of this policy. An employee or other person who knowingly makes false 
allegations will be subject to discipline, up to and including dismissal. 

 
 

PPP # 185-10 
Procedure on Fraud Prevention and Whistleblower Protection 

 
PURPOSE 

 
This Procedure implements the Policy on Fraud Prevention and Whistleblower Protection (PPP# 185-00). 

 
GENERAL RULES 

Reporting Process 

A. Any City Employee who has knowledge of, directly or indirectly, or has reason to suspect that any act of 
fraud or similar impropriety has occurred, should immediately report the circumstances to one or more of the 
following : 

 
1. Fraud Prevention Hotline 
2. City Manager 
3. Human Resources Director 

 
B. The Human Resources Director or a designee shall conduct an inquiry into any and all complaints of 
fraudulent activity. Where circumstances require, the City may retain outside assistance to conduct the 
inquiry and submit a report of the findings to the City. Based on the results of the inquiry, the City will 
determine whether the reported misconduct occurred, and whether it violates the Policy on Fraud Prevention 
and Whistleblower Protection (PPP# 85-00). Should the City conclude that there has been a violation of the 
Policy on Fraud Prevention and Whistleblower Protection, appropriate corrective action will be taken. 



94  

Disciplinary Actions 
 

Any employee found to be responsible for fraud or similar improprieties in violation of this Policy shall be 
subject to appropriate disciplinary action, up to and including dismissal. 

 
In addition, employees who knowingly make false allegations or engage in prohibited retaliatory practices 
will be subject to discipline, up to and including dismissal. 

 

 

PPP#186-00 
Policy on Computer and Electronic Communications 

 
PURPOSE 

 
This Policy governs the use of the City’s computer and electronic communications system, which includes 
telephone, voice mail, fax machines, Internet, electronic mail (e-mail), and other computer usage. 

 

PRINCIPLES 

Compliance 

City employees and other users are encouraged to use the City’s computer and electronic communications 
system to assist them in performing their work responsibilities effectively, efficiently, and at the highest level. 
Violation of this Policy or the Procedure on Computer and Electronic Communications (PPP# 186-10) may 
result in disciplinary action, including possible dismissal, as well as civil and criminal liability. 

 
This Policy may be revised, expanded, or otherwise modified at any time, and it is the responsibility of City 
employees to ensure that they are familiar with the current Computer and Electronic Communications 
System Policy at all times. 

 
No Expectation of Privacy 

 
The City is the exclusive owner of all information, messages, data and files (whether electronic, digital, 
printed audio, video, or other) created or distributed using the City’s electronic communications system. 
Users do not have an expectation or right of privacy or confidentiality in their use of the computer and 
electronic communication system, including, but not limited to, the e-mail and voice mail messages they 
create, store, send and receive, and the Internet sites they visit. Electronic communications are neither 
private nor secure.  E-mail and/or voice mail maybe stored indefinitely on any number of computers, in 
addition to that of the recipient. 

 
Monitoring of Computer and Electronic Communication Usage 

 
The City has the right to monitor any and all aspects of its computer and electronic communication system, 
including, but not limited to, monitoring sites visited by users on the Internet, reviewing material 
downloaded or uploaded by users to the Internet, and reviewing email and voice mail sent and received by 
users. Such monitoring may be conducted without prior notice. Use of the City’s computer and electronic 
communication system shall constitute consent to such monitoring. 

 
Maintaining Professionalism 

 
At all times, users have the responsibility to use computer resources in a professional, ethical, and lawful 
manner. Users should use the same care in drafting e-mail and other electronic documents as they would for 
any other written communications. The quality of writing reflects on the City. Users should always strive to 
use good grammar and correct punctuation, and keep in mind that anything created or stored on the 
computer system may be reviewed by others. 

 
Email Retention 

 
The City’s electronic communications system is configured to automatically delete e-mail messages after a 
period of time. The purpose is to protect the integrity of the computer system. Once the e-mail message is 
deleted there is no possible way to retrieve and restore the message. If you wish to save messages that 
are older than six months, it is recommended that you print your message. 
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Ecommerce 
 
Users should exercise caution when connecting to Internet sites that require credit card information. City 
credit cards may only be used with approval of a department head and only on secure sites that utilize 
HTPPS/SSL (the padlock icon will appear at the bottom of the page in most Web browsers). 

 
 

PPP# 186-10 
Procedure on Computer and Electronic Communications 

 
PURPOSE 

 
This Procedure implements the Policy on Computer and Electronic Communications (PPP# 186-00). 

 
GENERAL RULES 

Appropriate Uses 

The computer and electronic communications system is the property of the City of Rockville government 
and may only be used for approved purposes. Occasional personal use of the computer and electronic 
communications system is permitted if the use does not: (1) interfere with the user’s work performance; 
(2) interfere with any other user’s work performance; (3) compromise the integrity of the computer and 
electronic communications system; or (4) violate any other provision of this policy or any other policy, 
guideline, or standard of the City of Rockville. Personal use of the computer and electronic communications 
system is a privilege that may be revoked at any time. 

 
Inappropriate Uses 

 
Under no circumstances, should the City’s computer and electronic communications system be used for 
sending, transmitting, receiving, copying, or storing any communication that violates any City Policy 
(including the City’s Unlawful Discrimination and Harassment Policy and Workplace Violence Policy) or is 
fraudulent, harassing, sexually explicit, profane, obscene, intimidating, defamatory, or otherwise unlawful or 
inappropriate. Users encountering or receiving this kind of material should immediately report the incident 
to their supervisor and the Director of Information Technology.  Exceptions are limited to police 
investigations into criminal activities, which may require the use of the Internet for information and 
intelligence gathering. This is permissible with the prior approval of the Chief of Police. 

 
Other prohibited uses of the City’s computer and electronic communication systems include: (1) sending chain 
letters; (2) sending copies of documents, messages, software, or other materials in violation of copyright 
laws; (3) compromising the integrity of the City and its business in any way; and (4) “moonlighting” or the 
advertisement of personal business. Users are cautioned to exercise care and good judgment when sending 
humorous material. Humor, irony, and emotion are difficult to communicate in an e-mail message. Therefore, 
attempts at either may be misinterpreted by the reader or recipient. 

 
When using group e-mail, users are required to use discretion and to exercise good judgment. For 
example, sending to the “everyone” group adds to everyone’s workload and taxes the network; examples 
of such inappropriate use include announcements of leave time and solicitations. 

 
Misuse of Software 

 
Without prior written authorization from the IT Department, users may not do any of the following: (1) 
copy software for use on their home computers or to other computers; (2) provide copies of software to 
any independent contractors of the City or to any third person; (3) install software on any of the City’s 
workstations or servers; (4) download any software from the Internet or other online service to any of the 
City’s workstations or servers; (5) modify, revise, transform, recast, or adapt any software; or (6) reverse- 
engineer, dissemble, or decompile any software. Users who become aware of any misuse of software or 
violation of copyright law should immediately report the incident to the Director of Information Technology. 

 
Virus Detection 

 
Files obtained from sources outside the City, including disks brought from home; files downloaded from the 
Internet, newsgroups, bulletin boards, or other online services; files attached to e-mail; and files provided by 
citizens or vendors, may contain dangerous computer viruses that can damage the City’s computer network. 
Users should never download files from the Internet, accept e-mail attachments from outsiders, or use disks 
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from non-City sources without first scanning the material with City-approved virus checking software. If a 
user suspects that a virus has been introduced into the City’s network, he or she should notify the 
Information Technology help desk immediately. 

 
Password Upkeep 

 
Passwords should be obscure and a minimum of four characters in length. For best security, passwords 
should include special characters (e.g., “@,” “!,” “&,” “%”). All passwords must be changed every ninety 
days. Users of the network who do not change their passwords will be prompted to make a change or they 
may be automatically locked out of the system. 

 

 
PPP # 190-00 
Policy on Drugs and Alcohol 

 
PURPOSE 

 
The purpose of this Policy is to establish basic rules to ensure that the City of Rockville maintains a drug- and 
alcohol-free workplace, and, in appropriate circumstances, offers assistance to employees who have a problem 
with substance abuse. 

 
SCOPE 

 
The Policy is inclusive of all individuals who are employees of the City or candidates who have been given a 
conditional offer of employment. Applicants for, and employees in safety-sensitive positions will constitute the 
primary focus of the testing program. However, employees who are not in safety-sensitive positions may also 
be tested if there is reasonable suspicion for the need for such testing. The testing will pertain to all forms 
and manners of drug and alcohol use, abuse, and dependence. 

 
PRINCIPLES 

 
Safe Work Environment 

 
The City of Rockville has a legal obligation under the Drug-Free Workplace Act of 1988 and a responsibility to 
its employees to provide a safe work environment. The City's primary goal of providing necessary and 
essential services to its citizens must also include safe working conditions for its employees. Failure of the 
City to ensure that its employees can perform their duties without endangering themselves or the public 
creates the potential for a liability. 

 
The use of illegal drugs or drug or alcohol abuse may seriously impair employees' ability to perform their 
jobs. The possession, active use, sale, purchase, transfer, manufacturing, distributing or dispensing of an 
illegal drug or controlled substance by an employee or any person is a crime, and should it occur by an 
employee during working hours or on City property, is cause for disciplinary action, up to and including 
dismissal. 

 
Therefore, the City of Rockville has adopted the following rules: 

 
To ensure the fitness of individuals selected to fill positions involving the public safety, as a condition of 
employment, any candidate who is extended a conditional offer of employment for a safety sensitive  position 
may be required, as part of the pre-employment physical examination, to take and pass a drug and alcohol 
screening test. Failure of an individual to pass this screening shall result in the withdrawal of the conditional 
offer of employment. Safety sensitive positions are defined as follows: 

 
1. sworn or not sworn police officers who are required to carry or use firearms and/or handle evidence; 

 
2. drivers of motor vehicles, where vehicle operation is a main job responsibility; and 

 
3. operators of power or other equipment which may, if improperly operated, pose a threat to 
personal or public safety. 

 
In addition to the above guidelines, the City will require any employee to undergo drug/alcohol testing if 
reasonable suspicion exists that the employee is under the influence of drugs or alcohol during work hours 



97  

and/or on City property. Grounds for reasonable suspicion include, but are not limited to: 

 
1. an on-the-job injury or accident (regardless of fault), including any “accident” as defined in the 
Procedure on Vehicle Safety Review (PP#200-10); 

 
2. observed use or possession of drugs or alcohol; 

 
3. observed physical symptoms, including the odor of marijuana or alcohol, slurred speech, 
poor coordination, abnormal gait, glassy or bloodshot eyes, etc.; 

 
4. abnormal or erratic behavior. 

 
Failure of an employee to submit to a drug/alcohol test when directed to do so by the Human Resources 
Director or a designee, constitutes insubordination which will be cause for dismissal. 

 
Confidentiality 

 
All information collected and maintained in connection with drug/alcohol testing is confidential. 

 
Only the following persons are authorized to have knowledge of, or when appropriate, access to any 
information pertaining to an applicant's or employee's involvement in drug/alcohol testing: 

 
1. City Manager 

 
2. Human Resources Director/relevant Human Resources staff 

 
3. Department Director/immediate supervisor 

 
4. Employee/applicant who has been tested 

 
5. City Attorney/relevant staff 

 
6. Medical Review Officer 

 
7. Any individual(s) designated by the employee/applicant 

 
Consent 

 
Compliance with the City's Drug and Alcohol Policy and Testing Program is a condition of continued 
employment for all City staff positions. Those current employees who refuse to follow the policy and do not 
consent to testing will be subject to disciplinary action, up to and including dismissal. All candidates who have 
been extended an offer of conditional employment for safety-sensitive positions must submit to drug/alcohol 
testing and pass the test. 

 
 

PPP # 190-10 
Procedure on Drugs and Alcohol 

 
PURPOSE 

 
This Procedure implements the Policy on Drugs and Alcohol (PPP# 190-00). 

 

GENERAL RULES 

Responsibilties 

A. Human Resources Director 
 

The Human Resources Director oversees the implementation and enforcement of all policies relative to 
substance abuse and drug/alcohol testing through appropriate subordinates, the Employee Assistance 
Program, Medical Review Officer, and laboratory sources. 
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The Human Resources Director will ensure that: 
 
1. the drug/alcohol testing is properly conducted on all candidates who have been extended an offer of 
conditional employment for safety-sensitive positions, or when such testing is required by laws or regulations 
on employees where reasonable suspicion exists as specified by the policy; 

 
2. employees referred to the Human Resources Department for reasonable suspicion of drug or alcohol use 
are properly assessed; 

 
3. employees who are to be tested have appropriate transportation to the specimen collection site. 
Under no circumstances are employees to be allowed to transport themselves; 

 
4. the samples are taken, maintained, and tested in accordance with current legal requirements; 

 
5. programs are conducted educating employees on the hazards of drug/alcohol abuse, utilizing 
appropriate available resources; and 

 
6. employees are referred to the Employee Assistance Program or a heath care provider when 
appropriate to do so. 

 
B. Department Directors 

 
Department Directors will ensure that: 

 
1. supervisors and employees in the department receive training on drug/alcohol abuse prevention and 
maintain a list of supervisors and employees who have been trained; 

 
2. disciplinary action is taken as appropriate; and 

 
3. information about the Employee Assistance Program, the Wellness Program, and this Policy are 
appropriately distributed within the department. 

 
C. Supervisors 

 
Supervisors will: 

 
1. report behavior that may amount to reasonable suspicion to the respective Department Director and the 
Human Resources Director; and 

 
2. refer employees with acknowledged drug/alcohol problems to the Human Resources. 

 

 
D. Medical Service/Medical Review Officer (MRO) 

 
1. The Medical Service (laboratory) will obtain consent and collect blood and/or urine specimens from 
applicant/employees, and will maintain the chain-of-custody in the collection, handling, and processing of 
specimens, and conduct the drug and alcohol tests in compliance with applicable laws. 

 
2. If the test result determined by the City's Medical Review Officer is positive, the applicant/employeay have 
a re-test conducted by an independent laboratory. Upon receiving a request for a re-test, the Medical Service 
will arrange for the original specimen to be delivered to the independent laboratory designated by the 
applicant/employee. Independent testing is the responsibility of the applicant/employee. Consequently, any 
testing other than the test conducted by the City's Medical Service will be done at the applicant/employee's 
expense. 

 
3. The Medical Review Officer will notify the Human Resources Director of test results and provide a copy of 
the laboratory report within 30 days of the test. 
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E. City Attorney: 
 
The City Attorney: 

 
1. advises the City Manager, Human Resources Director, Medical Review Officer, and Department Directors 
on changes in federal, state, and local laws affecting drug/alcohol testing and the treatment of employees 
with drug/alcohol abuse problems; and 

 
2. provides general advice to the Human Resources Director, Department Directors and City 
management on the application of the proper process. 

 
Testing Methodology 

 
Because of the consequences of positive test results on employees, the City will employ a two- stage testing 
program. Urine and blood samples will be analyzed by an independent laboratory, certified by the State of 
Maryland. All samples will be tested according to appropriate standards, including immunoassay screen for 
chemical substances and a confirmatory Gas Chromatography/Mass Spectrometry test (GC/MS). 

 
Collection of specimens will be scheduled and performed by the Medical Review Officer. This will be done at 
the Medical Review Officer's location. 

 
1. Initial and confirmatory testing of collected specimens will be performed by a laboratory designated by 
the City and certified by the National Institute of Drug Abuse. 

 
Both the Medical Review Officer and the Medical Service will ensure adherence to chain of custody and 
confidentiality requirements. 

 
Reporting of Results 

 
1. The laboratory will report test results in writing to the City's Medical Review Officer. 

 
2. A positive test result will be reported as confirmed only after the Medical Review Officer has reviewed the 
medical history and other information offered by the applicant/employee. 

 
3. The Medical Review Officer will report the test results to the Human Resources Director. The Human 
Resources Director will report those results to the City Manager and the Department Director. The Human 
Resources Director will also notify the individual of the results. If positive, the individual will be provided 
with a copy of the laboratory report. 

 
4. Test result reports and other information acquired in the testing program are confidential and may not be 
disclosed except as indicated in the confidentiality section of the Policy on Drugs and Alcohol (PPP# 190-00). 

 

5. Test results will be maintained in the Human Resources Department as part of applicant/employee 
medical records. 

 
6. The Medical Review Officer will not report on the use of any non-prescription drug, other than 
alcohol, that is not prohibited by Maryland law, nor will the Medical Review Officer report on the use 
of any medically prescribed drug unless the employee or applicant is unable to establish that the drug 
was medically prescribed. 

 
Testing Process and Consequences 

 
A.  Pre-Employment Testing Process 

 
1. The Human Resources Director (or designee) will notify applicants of requirements for testing and the 
consequences of positive test results and will schedule appointments for the collection of specimens from 
designated individuals as appropriate. 

 
2. The Human Resources Director will contact the Medical Review Officer to verify that the applicant appeared 
for the test, presented positive identification, and provided a urine specimen. An applicant's failure to provide 
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a urine specimen, or inappropriate behavior (e.g., tampering with a urine specimen), may result in withdrawal 
of an offer of employment. 

 
3. The Medical Review Officer will process and evaluate the sample appropriately with the City's Medical 
Service. 

 
4. The Medical Review Officer will notify the City's Human Resources Director of the results of the tests. 

 
5. The Human Resources Director, consistent with confidentiality requirements, will notify authorized City 
officials of the test results and determine what further action should be taken. 

 
6. Pre-employment drug testing for Police Officers will be done in accordance with the State of Maryland, 
Department of Public Safety and Correctional Services regulations. 

 
If the GC/MS test is positive, applicants for employment will no longer be considered for employment. 

 
B.  Reasonable Suspicion Process 

 
1. Where reasonable suspicion of drug and/or alcohol use exists, and when health and safety are not 
endangered, the immediate supervisor will immediately call the employee in for a meeting and question the 
employee about the observed behavior. 

 
a. The supervisor will decide whether to allow the employee to return to the worksite or to refer the 
employee to the City's Human Resources Department for further assessment. 

 
b. In the event of a referral, transportation should be arranged for the employee, and the Human 
Resources Director will be notified. 

c. The supervisor will accompany the employee to the meeting with the Human Resources Director. 

d. The Human Resources Director will meet with the employee and supervisor and determine what 
further action should be taken. Further action may include, but not be limited to, referral for  a 
drug/alcohol test, referral to the City's Employee Assistance Program, and/or disciplinary action. 

 
e. The Human Resources Director will notify the employee of any decision to test, and will 
schedule an appointment with the Medical Review Officer. An employee's refusal to submit to 
such a test is considered insubordination and constitutes grounds for dismissal. 

 
f. The Human Resources Director will contact the Medical Review Officer to verify that the employee 
complied with drug/alcohol testing requirements. The Medical Review Officer will review the 
laboratory's findings, and upon completion of this review, will notify the Human Resources Director of 
the test results. 

 
g. If test results are confirmed positive for use of illegal drugs, misuse of legal drugs, or alcohol, 
the City will take appropriate actions, which may include discipline, referral to the EAP, and/or 
dismissal. The individual may be referred to the Employee Assistance Program for counseling, and 
referred for participation in an acceptable drug rehabilitation program. 

 
h. Refusal to submit to testing or comply with the conditions of a rehabilitation program is cause 
for immediate dismissal. 

 
2. Employees who fail any subsequent tests may be subject to dismissal. 

 
3. Employees who pass the follow-up test will be subject to periodic testing, upon reasonable suspicion, after 
testing positive the first time. Any employee who subsequently tests positive may be subject to dismissal. 

 
4. In situations in which the health and safety of any individual may be endangered as the result of behavior 
suspected to be caused by illegal drugs or alcohol use, the immediate supervisor will take steps to secure a 
potentially dangerous situation. 

 
Employee/Applicant Rights 

 
An applicant or employee, prior to any type of drug/alcohol testing, will be advised of: the reason(s) for 
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requiring the test; the consequences of refusing to be tested (disciplinary action, refusal of employment); 
the name of the laboratory that will perform the test; and that, if the result of the test is confirmed as 
positive, the individual is entitled to have a test conducted on the same specimen by a different certified 
laboratory at the individual's own expense (full cost). 

 
An applicant/employee who has a confirmed positive drug test result will be given, within 30 calendar days of 
the date on which the specimen was taken, a copy of the laboratory report; notice that he or she is entitled 
to have a test conducted on the same specimen by a different certified laboratory at his or her own expense; 
and, if applicable, written notice of the City's intent to terminate, take disciplinary action against the 
employee or change the conditions of the individual's employment. If the employee in question is a member 
of a bargaining unit, disciplinary action will be governed by the  collective bargaining agreement with the 
City. 

 
Drug Education 

 
The City may provide educational seminars for all City employees, which may include the following topics: 

 
• City policy on drugs and alcohol (what City employees need to know) 
• Drug and alcohol effects 
• How drugs affect the health of the employee and family 
• How drugs affect productivity and the City 
• How drugs affect the community 
• The role of the EAP (i.e., services offered, resources available) 

 
Drugs in the Workplace 

 
The use, possession, transfer, sale, or purchase of any illegal drug, or any prescription drug without a valid 
prescription, on City property (which includes but is not limited to City motor vehicles, City-sponsored 
functions, or wherever City business/work is being conducted) is prohibited. 

 
If an employee is found to be in violation of this section of the Policy, the employee will be suspended without 
pay immediately. Further disciplinary action, up to and including dismissal, will then be determined by 
management in consultation with the Human Resources Director. Management may refer evidence obtained 
to law enforcement agencies when it is appropriate to do so. 

 
Alcohol in the Workplace 

 
The consumption, use, possession, transfer, sale, or purchase of alcohol on City property (which includes but 
is not limited to City motor vehicles, City-sponsored functions, or wherever City business/work is being 
conducted) is prohibited with the following exceptions: 

 
1. Consumption, possession, sale or purchase of alcohol at certain City conference, or recreational facilities, 
where the exception has prior approval of management. 

 
2. The use of alcohol by employees while conducting business, attending a City-sponsored business or social 
function, or otherwise representing the City off City property as approved by management is permitted only 
to the extent that it does not lead to impaired performance, inappropriate behavior, endangering the safety of 
any individual, or violating applicable law. 

 
3. Possession of alcohol while being transported in a City motor vehicle in compliance with applicable legal 
requirements, with prior approval of management. 

 
4. Possession of alcohol while in an employee's personal vehicle. 

 
If an employee is found to be in violation of this section of the policy, management will, in consultation with 
the Human Resources Director, determine the appropriate disciplinary action to be taken, up to and including 
dismissal. 
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PPP # 195-00 
Policy on Smoking 

 
PURPOSE 

 

 
The purpose of this Policy is to define the restrictions on smoking in City buildings and in all City vehicles. 

 
SCOPE 

 
The Policy applies to all City employees, applicants, and any member of the general public using City facilities. 

 
PRINCIPLES 

Definitions 

The following words and phrases, as used in this Policy and the Procedure on Smoking (PPP# 195-10) are 
defined as follows: 

 
1. Employee: Any person who is employed by the City of Rockville, including regular, temporary, full-time or 
part-time, contractual, and provisional employees, as well as contractors and consultants doing business for 
the City. 

 
2. Public Area: An enclosed area in which members of the public are normally invited or permitted. 

 
3. Public Meeting: Any meeting, wherever held, that is open to the public. 

 
4. Smoking: The act of lighting, smoking, or carrying a lighted or smoldering cigar, cigarette, or pipe of any 
kind. 

 
5. Vehicle: Any City-owned vehicle, including a car, truck, or van. 

 
6. Workplace: An enclosed area or any part of an enclosed area used in the performance of employment or 
related activities. Workplace includes any City-owned vehicle, conference room, auditorium, lunchroom, 
vending area, locker room, lounge, hallway, or stairwell. 

 
Prohibition on Smoking 

 
Smoking is prohibited in any City-owned or operated facility as well as any City-owned or operated vehicle. 

 

 
PPP # 195-10 
Procedure on Smoking 

 
PURPOSE 

 
This Procedure implements the Policy on Smoking (PPP# 195-00). 

 
GENERAL RULES 

RESPONSIBILITIES 

1. The City Manager or designee is responsible for ensuring that all proper signs are posted and that all City 

employees and the public are aware of and understand the Policy. 
 
2. The supervisors are responsible for implementing the Policy within the worksite and ensuring that all 
employees understand and follow the rules of the Policy. 

 
3. The City employees are responsible for following the rules of the Policy and, whenever necessary, 
informing the general public, at the worksite, about the Policy. 

 
4. The Human Resources Director is responsible for the overall implementation and enforcement of the 
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Policy, as it applies to City employees, ensuring that each individual is treated equally and fairly and that 
discipline for all employee infractions is handled in accordance with the City's Policy and Procedure on 
Discipline and Dismissal (PPP# 75-00 and 75- 10) and/or contractual agreements. 

 
5. The Division of Inspection Services is responsible for the overall enforcement of the Policy as it applies to 
City-owned buildings and vehicles. 

 
GENERAL RULES 

 

1. All City employees, as well as the general public, are responsible for adhering to the Policy on Smoking. 
 
2. Signs prohibiting smoking must be posted conspicuously and will comply with existing regulations. 
Signs need not be permanently attached to a structure. 

 
3. Employees violating the Policy or Procedures on Smoking are subject to disciplinary action, up to 
and including dismissal. 

 
4. The supervisor or person in charge at a City facility must ensure adherence to the City's Smoking 
Policy and must ask any individual found smoking to leave the facility or area if the person continues to 
smoke after proper warning. 

 
5. The City of Rockville will provide a smoke-free work environment for non-smoking employees to 
the maximum extent practical. 

 
6. All complaints concerning the Policy and Procedures on Smoking should be directed to the Human 
Resources Director, who will keep a record and handle the problem as appropriate. 

 
7.  The restaurant/snack bar area of the Redgate Golf course, a leased facility, will follow the same 
smoking regulations as any other restaurant located in the City. All other areas of the facility including the 
pro-shop, bathrooms, hallways, etc. will be operated in accordance with this Policy and Procedure. 

 

 
 

PPP # 200-00 
Policy on Vehicle Safety Review 

 
PURPOSE 

 
The City of Rockville Vehicle Safety Review Policy has been established in an effort to review and reduce the 
number of employees' accidents while driving City vehicles or private vehicles on official City business. Other 
objectives of this program include reducing the rate of motor vehicle insurance premiums; obtaining longer 
life from City vehicles; improving the safe driving ability of City drivers; improving public relations by 
demonstrating to the public that City drivers practice good traffic safety; and ensuring consistent treatment of 
employees when disciplinary action is taken as a result of an accident. 

 
This policy covers all employees who, while driving for the City: 

 
1. Are involved in an accident; 
2. Negligently operate a City vehicle or private vehicle on official City business; 
3. Violate the Vehicle Safety Backing Policy; 
4. Fail to comply with a traffic laws ; and 
5. Fail to pay a parking citation received while operating a City vehicle. 

 
However the Vehicle Safety Policy excludes the Police Department. The Police Department follow General 
Order policy 4-6. 

 

 
PPP # 200-10 
Procedure on Vehicle Safety Review 

 
PURPOSE 

 
The purpose of this procedure is to implement the Policy on Vehicle Safety Review. 
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SCOPE 
 
Operation of vehicles and equipment shall be in accordance with all City, County, State and Federal Laws. 
Employees assigned to drive vehicles or equipment shall at all times drive in a safe and courteous manner. 
Vehicles or equipment shall not cross the roadway centerline to be positioned against traffic flow as a 
maneuver to perform a task unless all traffic control devices along with trained and certified flagger personnel 
are in place. Passengers will ride only in designated seating and wear safety belts at all times. Employees 
shall not ride on the running boards, toolbox, tailgate or roof of any vehicle, or in the back of a truck bed or 
trailer. Refuse truck riding steps should be used sparingly, avoided when slippery conditions exist, and never 
used 
when the vehicle is exceeding 5 miles per hour, or traveling more than 0.2 mile. 

 
Drivers are responsible for the cleanliness and proper care of their vehicles and equipment, which includes 
reporting all needs for repair to Fleet Services as they occur. All scheduled servicing, maintenance, and 
repairs will be done by Fleet Services. 

 
Before vehicles and equipment are placed into operation, drivers are responsible for conducting a daily visual 
inspection to include all lights, signals, horn, mirrors, body, tires, fluid levels, and leaks of any kind. 
Operators of vehicles in excess of 25,000 GVW or any bus designated to carry more than ten (10) people 
(Code of Maryland Regulation 11.22.03.01) are required to possess a Commericial Driver’s License and must 
perform a pre-trip and post-trip inspection upon use of the vehicle in accordance with State regulations. In 
addition to the daily inspections, the driver is responsible for ensuring that any operational requirements 
described in the vehicle or equipment operator’s instruction manual are performed. An incident report must 
be filled out and submitted to the supervisor whenever any damage is noted. 

 
All employees who operate a City vehicle or a private vehicle on official City business are covered by this 
Procedure. 

 
Any recommendations made within the scope of this Procedure are not to be interpreted as serving in 
the place of, or superseding, a decision made in a court of law. 

 
VEHICLE SAFETY REVIEW 

 
The Safety and Risk Management Administrator (SRMA) will review reports of: 

 
1. Vehicle accidents involving City vehicles or private vehicles driven on official City business; 
2. Negligent operation of any City vehicle or private vehicle driven on official City business; 
3. Violation of the Vehicle Safety Backing Policy; 
4. Failure to obey a traffic law while driving for the City; and 
5. Failure to pay a parking citation received while operating a City vehicle. 

 
According to this policy on Vehicle Safety Review an “accident” is defined as any of the following incidents 
involving an employee who operates a City vehicle or a private vehicle on official City business that meets 
any one of the following: 

 
1. There is a fatality; or 
2. Injury that requires medical treatment; or 
3. Any involved vehicle is damaged so that it cannot be legally driven during daylight hours after 
minor repairs; or 
4. As a result of the collision a citation has been issued to the operator of the City vehicle or 
the private vehicle operated on official City business; or 
5. There is property damage to public, private, or City property. 

 
This policy does not apply to unoccupied parked vehicles. 

 
In certain approved circumstances, (for example, when performing snow plowing and salting operations in 
inclement weather), discretionary review by the Supervisor and the SRMA will determine the application 
of these guidelines. 

 
The SRMA may review incident reports, liability notices, police reports, resident complaints, and any other 
reports as necessary. The SRMA may also interview employees involved, any witnesses, Police 
Department personnel, and any other appropriate individual to aid the investigation. 
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The SRMA shall make a determination of an accident as either preventable or non-preventable as defined by 
the National Safety Council. The National Safety Council defines a preventable accident as "a collision in which 
the driver failed to do everything reasonable to avoid it." This determination will be utilized in the event of 
any administrative corrective action taken as a result of the accident. 

 
A determination of preventable and non-preventable also will be made of the other listed 
occurrences. The SRMA may use any available means and devices to administer this Policy. 

 
VEHICLE BACKING POLICY 

 
City Drivers should avoid backing whenever possible and plan ahead to reduce the amount of backing required. 
A vehicle should be backed up only if there is no other alternative and then only if any available passenger 
positions himself/herself behind the vehicle (no riding on the vehicle) to guide the driver. The passengers are 
equally responsible during the backing maneuver. If they do not request to be allowed to exit the vehicle to be 
posted at the rear of the vehicle, each passenger will be held accountable. 

 
If the driver refuses the passengers requests, then only the driver is held in violation of the rule. If there is no 
passenger or anyone available to assist the driver, the driver is responsible for getting out of the vehicle to 
make a visual inspection behind the vehicle to be sure of no obstructions or other vehicles within the area of 
intended back up. After the scene has been surveyed the driver should back with great care, and only the 
distance necessary to begin forward progress. Additionally, this procedure will apply to pickups, sedans, SUVs 
and vans if conditions are not favorable for driver to back the vehicle, i.e., the driver’s view is blocked or blind 
spots are a condition of the vehicle being backed up. 

 
PROCEDURE ON VEHICLE SAFETY REVIEW 

 
The SRMA will then submit to the Director of Personnel the determination and copies of all pertinent reports 
and facts. The Director of Personnel will then contact the appropriate supervisor to discuss recommended 
action. For accidents that are determined to be preventable, the following are recommended disciplinary 
actions depending on the employee's number of previous offenses, and/or the severity of the accident 
and/or traffic violation involved: 

 
1. Oral reprimand; 
2. Written reprimand; 
3. Probation; 
4. Suspension without pay; 
5. Reassignment or demotion to a non-driving position if possible; and 
6. Dismissal. 

All disciplinary actions must be taken in accordance with the Policy on Discipline and Dismissal (PPP# 75-00). 

Employees may review the reports regarding accidents in which they were operating the vehicle and the 
accident was determined to be preventable. Employees should request through their supervisors to set up an 
appointment with the SRMA to review the reports. Supervisors and Designated Union Representatives shall be 
in attendance at these reviews. 

 
Accidents that are determined to be preventable and any resulting disciplinary action will become a part of the 
driver's Personnel record. (PPP # 203.) 

 

 
 

PPP # 203-00 
Policy on Driver's License Check and Flagging Program 

 
PURPOSE 

 
This Policy establishes a system to verify the validity of driver's licenses for new employees who will drive for 
the City, and to maintain a flagging system, which will ensure continued license validity for existing employees 
who drive for the City. This system will ensure that City drivers meet the City's standard for driving City 
vehicles or privately owned vehicles on official City business. 
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SCOPE 
 
This Policy applies to all City employees who operate City owned/leased vehicles or privately owned vehicles 
driven on official City business. 

 
PRINCIPLES 

 
All City employees must possess a driver's license valid in the State of Maryland of the type and class 
appropriate to its use in order to drive a City-owned/leased vehicle or privately owned vehicle on official City 
business. Employees with suspended or revoked licenses, will have their City driving privilege revoked and 
will be subject to the revocation procedures. 

 
 

 
PPP # 203-10 
Procedure on Driver's License Check and Flagging Program 

 
PURPOSE 

 
This Procedure implements the Policy on the Driver’s License Check and Flagging Program (PPP# 203-00). 

 
GENERAL RULES 

Responsibilties 

City Employees Who Will Drive for the City are responsible for: 

 
1. Completing a Driver's License Check and Flagging Form and promptly returning it to their immediate 
supervisor. Employees who posses a driver's license that is not issued by the State of Maryland must obtain 
and submit a current original printout of their driving record from the license issuing jurisdiction prior to 
starting to drive for the City and on an annual basis thereafter. Before driving, new employees who will drive 
for the City must complete and submit to their supervisor a Driver’s License Check and Flagging form before 
driving. 

 
2. Completing a Driver's License Check and Flagging Form when there is a name change or a new license 
issued. The "change existing record" box should be checked and a note describing the change should be 
made on the form. Renewal of a current license does not require the completion of a Driver's License Check 
and Flagging Form. 

 
3. Maintaining a driver's license that is valid in the State of Maryland and a driving record that meets the 
City's standard for driving City-owned/leased vehicles or privately owned vehicles on official City business. 

 
4. Informing their supervisors of all status changes of their driver's license. 

 
5. In the event that an employee requests that City driving privileges be reinstated, the Reinstatement 
Process found in this Procedure must be followed. This applies only when an employee's City driving privilege 
was revoked and the employee was: 

 
a. allowed to remain in the same City position without maintaining a City driving privilege; 

 
b. temporarily or permanently transferred or demoted in pay and/or rank without maintaining a City 

driving privilege. 
 
Reinstatement of the City driving privilege will not necessarily rescind any disciplinary actions taken. 

 
Immediate supervisors of City drivers are responsible for: 

 
1. Ensuring that all City drivers under their supervision have completed a Driver's License Check and 
Flagging Form, and that non-Maryland licensed drivers have submitted a current original printout of their 
driving record. 
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2. Ensuring that new employees complete a Driver's License Check and Flagging Form prior to performing 
any driving services for the City. 

 
3. Completing a Driver's License Check and Flagging Form when an employee will no longer be driving a 
City-owned/leased vehicle or privately owned vehicle on official City business. The "delete record" box 
should be checked in this case. 

 
4. Conducting an annual review of all drivers under their supervision to ensure that all name changes and 
new license issues have been reported on a Driver's License Check and Flagging Form. This review will be 
done during the month of July in each year. 

 
5. Forwarding all Driver's License Check and Flagging forms and original printouts of driving records to 
the Human Resources Department promptly. 

 
6. Revoking an employee's privilege to drive a City- owned/leased vehicle or a privately owned vehicle used on 
official City business, when the Department Director has advised the supervisor that the driver no longer meets 
the City's driving requirements. The immediate supervisor must ensure that the driving stops immediately and 
initiate the Revocation Process. 

 

7. Consulting with their Department Director on the course of action to recommend to the Human 
Resources Director to take for drivers under their supervision who have had their City driving privilege 
revoked. 

 
8. Informing employees of the reinstatement of their City driving privilege. The Reinstatement Process 
should be followed at this point. 

 
Department directors are responsible for: 

 
1. Ensuring that all supervisors and employees who drive a City-owned/leased vehicle or privately owned 
vehicle on official City business in their department are included in the Driver's License Check and Flagging 
Program. 

 
2. Overseeing the annual review of all drivers in their departments by the immediate supervisors. A written 
notice that all drivers in their department have supplied current information should be sent to the Human 
Resources Department along with all updated Driver's License Check and Flagging forms by the end of July in 
each year. 

 

3. Advising the immediate supervisor of an employee who has had their City driving privilege revoked. The 
Revocation Procedure should be followed at this point. 

 
4. Consulting with immediate supervisors on course of action to recommend to the Human Resources 
Director to take for drivers in their department who have had their City driving privilege revoked. 

 
5. Notifying the Human Resources Director in writing of the recommended course of action for drivers in 
their department who have had their City driving privilege revoked. 

 
6. Advising the immediate supervisor of an employee who has had the City driving privilege reinstated 
(when applicable). The Reinstatement Process should be followed at this point. 

 
The Human Resources Department is responsible for: 

 
1. Entering employees who will drive into the flagging system by forwarding the pertinent information 
from the completed Driver’s License Check and Flagging forms to the Motor Vehicle Administration. 

 
2. Conducting a review of all existing employees' driving records to ensure that all drivers meet the 
minimum requirements for City driving. 

 
3. Advising employees and their supervisors, through their Department Directors, that their City driving 
privileges have been revoked. This notice will be in the form of a memorandum, and will be sent to the 
Department Director. 

 
4. Maintaining a file that records all actions taken with regard to the Driver's License Check and 
Flagging Program. 
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5. Monitoring the Driver's License Check and Flagging Program to ensure that all procedures are 
accurately followed. 

 
6. Reviewing driving records for out-of-state licenses supplied by employees to supervisors and verifying 
that these records are valid. 

 
7. Reviewing driving records supplied by employees to supervisors for the purpose of reinstatement 
of the City driving privilege (when applicable). 

 
8. Informing Department Directors that City driving privileges are reinstated to an employee through a 
memorandum. 

 
Revocation Process 

 
When an employee no longer satisfies the minimum City criteria for driving a City vehicle or private vehicle on 
official City business, a memorandum of revocation will be sent by the Human Resources Department to the 
Department Director. The Department Director must notify the supervisor immediately to ensure that driving 
stops immediately. 

 
1. When the driving privilege is revoked for an employee, the immediate supervisor will then consult with 
the Department Director to determine whether arrangements can be made for the continuation of 
employment activities for the employee. The Department Director will then recommend in writing to the 
Human Resources Director: 

a. whether the employee may remain in the same capacity for the City without maintaining 
a City driving privilege; 

 
b. whether the employee may serve in another capacity, in the same department without maintaining 
a City driving privilege. For an employee, this may include, but may not be limited to, a  transfer or 
demotion in rank and/or pay, which will remain in effect at least until the employee's driving 
privileges are reinstated; or 

 
c. that the employee cannot remain in the same department in any capacity without maintaining 
a City driving privilege. 

 
2. The Human Resources Director will then decide whether to accept the Department Director's 
recommendation or to pursue a different course of action. In the event of dismissal, the Human Resources 
Director will follow standard procedures for dismissal of employees through the City Manager. 

 
Reinstatement Process 

 
1. An employee must provide a current original printout of his or her driving record to the supervisor, 
and this driving record must reflect that the employee presently meets the minimum criteria for City 
driving. 

 
2. The supervisor will promptly forward the copy of this driving record to the Human Resources Department. 

 
3. The Human Resources Department will review the driving record, and decide whether to reinstate the City 
driving privilege to the employee. If the City driving privilege is not reinstated, the Human Resources 
Department will detail the reason(s) in writing to the immediate supervisor and send copies to the employee 
and the Department Director. 

 
4. When the driving privileges of an employee are reinstated 

 
a. The Department Director will be notified in writing through a memorandum of reinstatement from 
the Human Resources Department; 

 
b. The Department Director will then advise the immediate supervisor of the employee of the 
reinstatement and supply the immediate supervisor with a copy of the memorandum of 
reinstatement; 

 
c. The immediate supervisor will then inform the employee of the notice of reinstatement by 
giving the employee a copy of the memorandum of reinstatement; 
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d. Any temporary demotions in rank and/or pay may be rescinded by the Department Director at this 
time provided a suitable vacancy exists. Standard procedures for reinstating personnel into their 
original status should be followed. (See Policy on Personnel Changes (PPP# 80-00).) 

 
Should an employee wish to challenge the results of the Driver's License Check and Flagging Program, they 
may contest the findings of the Driver's License Check and Flagging Program by supplying the immediate 
supervisor with a current original printout of the driving record. The original printout of the driving record 
must be dated after any memorandums of revocation in order to be considered current. Any revocations of 
driving privileges will stay in effect until the validity of the driving record supplied by the employee is verified 
to be accurate. The immediate supervisor should immediately forward the original printout of the driving 
record to the Human Resources Department for verification. The Human Resources Department will check 
the validity of the driving record in a timely fashion. If the information determined through the Driver's 
License Check and Flagging Program is found to be in error, driving privileges will be reinstated if they have 
been revoked. 

 

An employee may review their driving record as kept by the Human Resources Department. A request 
should be made in advance, when possible. 

 

 

PPP # 205-00 
Policy on Reporting Incidents Involving Property Loss or Personal Injury 

 
PURPOSE 

 
The purpose of this Policy is to establish the general rules to be followed by employees involved in or 
responding to incidents that result in property damage or personal injury, including motor vehicle 
accidents. 

 
PRINCIPLES 

 
Employees are responsible for reporting all such incidents to their immediate supervisors and for providing 
complete information and details necessary to complete appropriate reports. 

 
Employees are responsible to report the location, nature of the incident, and any assistance needed, 
immediately after such incident to their immediate supervisors and secure such emergency services as may be 
appropriate. 

 

 
 

PPP # 205-10 
Procedure on Reporting Incidents Involving Property Loss or Personal Injury 

 
PURPOSE 

 
This Procedure implements the Policy on Reporting Incidents Involving Property Loss or Personal Injury 
(PPP# 205-00). 

GENERAL 

RULES 

Responsibilties 

Employees are responsible for: 

 
1.   Summoning help to the scene of the incident as may be appropriate (fire, emergency medical, 

police, towing). When possible, a police report must be generated for every incident involving a City 
vehicle or private vehicle driven on official City business. This includes any incident on City 
property and any incident involving City property or vehicles that exceed $1,000 in estimated 
damages. 
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2.   Notifying their immediate supervisors and informing them of their location and that of the incident 
as soon as possible. 

 
3.   Being courteous, cooperative, and responsive to all persons involved in the incident. 

 

4.   Making no statements as to who is at fault or how the damage or injury will be dealt with. 
 

5.   Getting the names, addresses and telephone numbers of all individuals involved in the incident and 
any individual witnessing the incident, and all other information that may be necessary for properly 
reporting the incident. Even though the police may file a police report, employees must obtain this 
information on their own. 

 
6.   Supplying all such pertinent information to their immediate supervisor to enable completion of 

appropriate claim forms and associated investigative reports. This information shall be supplied to 
their supervisors as soon thereafter as possible, but no later than the end of the working day in 
which an incident occurs. Information concerning incidents that occur after the normal business 
hours for that facility shall be supplied to the supervisor at or before the beginning of the next City 
workday. Incidents reported by citizens to employees shall be communicated to the supervisors 
immediately. 

 
7.   In the event of a vehicular accident that meets the Policy on Vehicle Safety Review definition of an 

“accident”, the employee shall submit for alcohol/drug-testing, in accordance with the Policy on 
Drugs and Alcohol (PPP# 190-00).  The scope of this requirement includes all employees who 
operate a City vehicle or a private vehicle on official City business. 

 
Immediate supervisors are responsible for: 

 
1.   Ensuring that appropriate action is taken relative to the incident. 

 
2.   Ensuring that employees involved in an incident comply with their responsibilities. 

 
3.   Investigating the incident. 

 
4.   Ensuring that appropriate claim forms and associated investigative reports are completed and are 

submitted to the Human Resources Department. Reports of incidents shall be completed and 
forwarded to the Human Resources Department by the end of the workday in which the incidents 
occur. Reports of incidents occurring after normal business hours shall be completed and 
forwarded to the Human Resources Department at the beginning of the next City workday. 

 

5.   Telephoning the Human Resources Department immediately in case of a fatality, multiple-person 
injury, or traffic accident in which one or more vehicles are not drivable after the accident. Any 
injuries that require an injured individual to be transported to a hospital in an ambulance shall also 
be reported to the Human Resources Department. Reports on the above listed types of serious 
incidents must be completed as soon as possible and hand carried to the Human Resources 
Department immediately. Serious incidents occurring after normal business hours shall be reported 
to the Human Resources Department at the beginning of the next City workday. 

 
6.   Ensuring that vehicles involved in an accident are not moved until a police officer has investigated 

the accident. After that investigation, the City vehicles should be returned to their storage 
locations. If towing is necessary, it should be done through the City's Fleet Services Division's 
current policy. 

 
7.   Reporting all incidents involving theft of or vandalism to City property to the City Police Department. 

The City Police Department shall forward to the Human Resources Department copies of all reports 
involving City property. 

 
8.   Ensuring that in the event of an accident necessitating alcohol/drug testing, the Safety and Risk 

Manager is contacted and the involved City driver is transported for immediate alcohol/drug 
testing. 
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Human Resources Department is responsible for: 

 
1.   Ensuring that all incidents involving property damage or personal injury are properly reported to 

and processed through the self-insurance fund. 
 

2.   Sending copies of claim forms to appropriate Department Directors and/or supplying 
Department Directors with timely reports detailing claims that affect their departments. 

 
3.   Review of any alcohol/drug testing results and the facilitation of any appropriate corrective actions. 


